
Job Vacancy 
Announcement  

Opens

Email  Job 
Announcement 
and Host Office 
Intern Request 

Form

Forwards Announcement 
to Local Tribes /

Communities, and if 
interested completes and 

submits a  Host Office 
Intern Request Form (if 
need exists with Tribe, 

works with Tribe to 
complete form)

Makes selections from 
Certificate of Eligibles 
based on Host Office 

Requests / Bureau Need

Review / Sign 
Work 

Assignment 
Agreement

Prepare Work Assignment 
Paperwork Packet (work with Host 

Agency and Selectee)

Review / Sign Work 
Assignment Agreement and 

Begin the Systems 
Onboarding Process

Returns 
Employee to a 

Central Office QT 
Timekeeper

 Add / Activate and 
move Employee to 
Designated Local 

Timekeeper

Completes Security 
Requirements Process 
(Fingerprints / eQIP)

Confirms Job 
Offer and sets 

EOD

Finalize Work 
Placement / 

Assignment Paperwork 
and Implement Travel 

Arrangements (if 
applicable)

Extends Tentative 
Job Offer and 

Initiates Security BGI 
Process

Provides day-to-day 
supervision, gives 

ongoing feed back to 
Employee and 
Central Office, 

Certifies T&As in 
Quicktime, and at 

end of period 
completes and 

submits Evaluation 
Form to Central 

Office

Issues 
Favorable 
Screening

Completes 
Program Close-
out (i.e., EPAP, 
Placement in 
nonpay, etc.)

Return to 
College or 
University 

Works with Region/
Agency and provides 

description of the 
work / training for 

Host Intern Request 
Form

Complete the 
Onboarding Processes for 

HR and with Pathways 
Program Supervisor / 

Coordinator

Complete (Phases 2 & 3) and 
Refer to the Onboarding Checklist 

for Supervisors

Host Office 
Intern Request 

New Employee System 
Access Onboarding 

Checklist
(Phase 1)

Provides day-to-day 
supervision, gives 

ongoing feedback to 
Employee and Host 
Office, Certifies and 

Submits Paper T&As and 
before NTE date, 

completes and submits 
Evaluation Form to Host 

Office

If Assigned to 
BIA Work Site Location

If Assigned to 
Tribal Work Site Location

Completes 
Work 

Assignment and 
other 

Requirements, 
and completes 

Paper T&As

Internship 
Begins

Completes 
Work 

Assignment and 
other 

Requirements 
and Inputs and 
Verifies T&As in 

Quicktime

Validates T&As in 
Quicktime 

Collects Paper T&As, 
Inputs and Validates 
T&As in Quicktime

Completed 
Evaluation 

Form

(Pending 
Confirmed 

Offer)

Verify 
Employee 
returned 

Request 
Employee 
Be moved 

Send 
Copies of Completed 

Paperwork
Packet

BEGIN
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END

EPAP, Program 
Completion (If 

applicable), 
etc.

Student 
Completes 

Job 
Application

Work 
Assignment 
Agreement

Internship 
Ends

BUREAU OF INDIAN AFFAIRS
OFFICE OF TRUST SERVICES

PATHWAYS INTERNSHIP FLOW CHART
(Does not include all the bidirectional activities, requirements, and decisions.  Illustrates normal flow process for new hires)

Central Office 
(Pathways 

Coordinators)

Regions/Agencies
(Host Unit)

Student/
Employee

Human 
Resources

BIA Quicktime 
Administrator

BIA Local 
Timekeeper 

Tribe/Tribal 
Organization

KEY
Personnel 
Security 

(refer to the Student 
Internship On-Boarding 

Checklist for Supervisors)
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