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Date:

09/21/2004 FORMTEXT 

09/21/2004

To:

NIH Administrative Freeze Committee

Thru:

Chief, Operations Branch {Branch Letter}, Office of Human Resources (OHR)_______

Sharon Quinn, Special Programs Team (SPT), OHR (Building 31, Room 1C39)_______

From:

Executive Officer, {IC}

Subject:

Administrative Freeze Request – {Position title, Series, Grade}
(Note: Please use brief statements when providing narrative information.)

Position Informationtc "Position Information"
1. 
Position Title/Pay Plan/Series/Grade:      
2.
Is there more than one position?   Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 If yes, how many?  FORMDROPDOWN 

3.
Is this action “vice” a previous incumbent?   Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
  If yes, provide the name, series and grade of the previous incumbent:      
4.
At what grade level is the requested action occurring?      
5.
What is the full performance grade level of this position?     
6.
The requested exception is for (check one):

a. Recruitment for a permanent position:

i) outside of NIH  FORMCHECKBOX 

ii) inside of NIH  FORMCHECKBOX 

b. Recruitment for a term appointment:

i) outside of NIH  FORMCHECKBOX 

ii) inside of NIH  FORMCHECKBOX 

c. Conversion of a temporary appointment to a permanent appointment  FORMCHECKBOX 

d. Accretion promotion of an NIH employee  FORMCHECKBOX 

e. Career ladder promotion of an NIH employee  FORMCHECKBOX 

f. Merit promotion of an NIH employee  FORMCHECKBOX 

g. Conversion of a temporary promotion to a permanent promotion of an NIH employee  FORMCHECKBOX 

h. Competitive reassignment of an NIH employee  FORMCHECKBOX 

i. Conversion of a SCEP employee to a career/career-conditional appointment  FORMCHECKBOX 

7. Using only 4 or 5 brief statements, describe the most significant duties and responsibilities of the position (attach the classified position description).

     
HHS Freeze Affected Positions (i.e., equal employment opportunity, information technology and acquisitions)

1.  The IC has recruited within NIH for this position which is in one of the HHS targeted functional areas: Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 
 If yes, date of activity:     
2.  The IC has attempted to use a lateral reassignment into this HHS targeted position: Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 If yes, date of activity:     
3.  Describe in 4 or 5 brief statements why this position should be considered for a Departmental freeze exception.

     
A-76 Information

1. 
This position has been identified for A-76 study: Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
  If yes, please indicate the fiscal year in which the study is to occur:      
2. 
What is the function being studied?      
3.      What is the A-76 inventory function code for the position?      
4. 
The IC has attempted to use the following mechanisms to fill this A-76 targeted position:


Contract Staff:
 
 Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 
    If yes, date of activity:      

Temporary Appointment:   Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 
    If yes, date of activity:      
              Detail:


 Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 
     If yes, date of activity:      
 5.    Describe in 4 or 5 brief statements why this position should be considered for a freeze exception, including why this position needs to be filled prior to MEO implementation.

     
General Information

1. 
If you wish, provide 4 or 5 brief statements on any additional points which may be important to the outcome of this request.
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