
DME AVS TEAM 
2019-2020 Interns



Welcome

Congratulations on starting your internship with the U.S. 

Department of Veterans Affairs AVS (A Veteran’s Story) 

team! As an intern, your job will be to assist with 

creating content to be posted on different platforms on 

our social media channels.  Our hope is to bring 

awareness to Veterans and Veteran issues via social 

media and technology. Please take the time to read the 

document below, watch any videos associated with your 

channel or role and ask questions if you cannot find the 

answers in the provided materials.   Again, 

congratulations on your internship and your assistance 

in bringing awareness to those that have served.  



Where do I 
start?

▪ The first step has already begun.  You have been chosen 

as an intern and received an invitation to a social 

collaboration app called Slack. *Please see the video 

“How to use Slack”*

▪ Once you are set up and acquainted with Slack, you will 

be introduced to your team and Department Head(s).  

▪ From here, you will look for the documents on the left 

side on each channel that will explain your role within 

the channel.  Your Department Head(s) will invite you to 

the corresponding Trello board. *Please see the video 

“How to use Trello”*



How do I get 
credit from my 

institution for this 
internship?

▪ You need to ask your institution what their protocol is 

for receiving credit. They may ask that a form or two be 

completed by your site supervisor.  If this is the case, 

please send the form with an explanation of the 

required information to your Department Head and they 

will happily send the information along to the 

appropriate person.



What do I do?

▪ You are part of the AVS team!  The purpose of this 

channel is to produce and publish stories about 

Veterans that highlight more about the Veterans, not just 

limited to their military career. The stories we choose 

should go more in-depth about a Veteran’s outstanding 

deeds during their service or exceptional service after 

returning to civilian life.  

▪ For writing interns, this channel allows you a bit more 

freedom in your writing to create an engaging story that 

will be highlighted in our social media channels. AVS 

requires much more time and dedication for writers, 

editors, and graphic designers a like, so please refrain 

from taking on more than you can handle. 



Rules

▪ Find a Veteran that has an interesting story to tell (could be 

a former VOD or anyone else)

▪ Stear clear of politicians

▪ Do not include any controversial or offensive topics in your 

story 

▪ Stories should be anywhere from 300-500 words (more or 

less is fine, depending on content)

▪ Create a version that is 2200 characters or under for 

Instagram

▪ Do not take on too many cards at once

▪ Use only AP style (see writing style guides)

▪ Create a visually interesting graphic using our AVS 

Template (Template is located in the AVS Channel on 

Slack)

▪ Editors should ensure the story is compliant with AP style



I found a veteran,  
I want to create an 
AVS about.  Now, 

what do I do? 

▪ Create a card in the AVS Trello board with the name of the 

Veteran and any corresponding information you may have.  

Writers should create a draft of the story and post it in the 

card on Trello.  Editors and Graphic Designers should 

claim a card once the first draft is posted.

▪ Writers: Please adhere to AP Style guidelines.  It may be 

required you contact the Veteran and set up a interview 

with them to obtain the best and most accurate information. 

▪ Editors: Please ensure the writer has adhered to AP style 

guidelines, check for grammar or spelling errors, and also 

ensure the story is cohesive and interesting.  

▪ Graphic Designers: Your template allows you to put a 

single photo (of the Veteran) on the right side of the 

graphic, place their military seal (using only the seals 

provided), and ensure the name of the Veteran and the 

story title are in the appropriate place.  Graphic Designers 

may also need to do some research or even contact the 

Veteran to obtain permission to use a photo. 



I put in my 10 
hours, now what?

▪ A weekly report is due every Thursday.  You will write up a 

summary of what you did for the week, how many hours you 

worked, address questions or concerns, and ideas of what you 

will you do for the following week. Below is a template you 

will need to follow when submitting your weekly report.  It is 

also vital that you write “Weekly Report” in the subject line.  

You will send your weekly report to your Department Head(s), 

Dom, and Jennifer. Their email addresses are listed below: 

▪ Dominique Ramirez- Dominique.Ramirez@va.gov

▪ Jennifer Moreno – Jennifer.Moreno419@gmail.com

mailto:Dominique.Ramirez@va.gov
mailto:Jennifer.Moreno419@gmail.com


Weekly Report 
template (Please 
Copy, Paste, and 

Fill out)

Dear all,

A) Questions/Concerns:

B) Approximation of Hours: 

C) What I Did For The Week... (Please add headlines.)

D) What I Hope To Do For The Next Week...



Useful Links

▪ https://youtu.be/fuK5wnK71KI (How to use Slack)

▪ https://youtu.be/Cz582G7-TDo (How to use Trello)

▪ https://owl.purdue.edu/owl/subject_specific_writing/j

ournalism_and_journalistic_writing/ap_style.html 

(Purdue AP Style Guide) 

https://www.youtube.com/watch?v=r_c83lTNWUg
https://www.youtube.com/watch?v=r_c83lTNWUg
https://www.youtube.com/watch?v=r_c83lTNWUg

