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September 13, 2004
TO:

IC Executive Officers

FROM:
Director of Human Resources

SUBJECT:
Details of NIH Title 5 and Title 42 Employees to or from Federal Organizations Outside 

the Department of Health and Human Services

This guidance establishes the interim* procedure for detailing NIH employees to or from Federal organizations outside the Department of Health and Human Services (HHS).  This guidance applies to all Title 42 and Title 5 employees, regardless of type of appointment (including employees participating in the HHS Emerging Leaders Program, the NIH Management Intern Program, and the Presidential Management Fellows Program).  These procedures are critical to our ability to centrally track placement of employees and to provide fast and accurate reports to HHS and the Office of Management and Budget.

*NIH Policy Manual Chapter 2300-300-1, 5/15/98, and the NIH Delegations of Authority are in the    

  process of being updated.

References:  HHS Instruction 300-3, Transmittal 96.2, dated 2/22/96, 

                     http://www.hhs.gov/ohr/manual/96_2.doc.

                     NIH HR Delegations of Authority (GS-15 and below), 

                     http://hr.od.nih.gov/programs/deleg/T5-GS.pdf.

Authority retained by HHS:  

The HHS Assistant Secretary for Administration and Management (ASAM), formerly Assistant Secretary for Management and Budget, retains the authority to approve details to and from:

· Executive Office of the President (EOP), 

· Interagency Task Forces, and

· Legislative and Judicial Branches of Government (including Congressional Committees, the General Accounting Office, the Library of Congress, and the Government Printing Office).

Procedure and Documentation required: 

· Memorandum to Ed Sontag, Ph.D., ASAM, DHHS, developed for the signature of the NIH Deputy Director for Management (DDM) requesting approval of the detail.  The memorandum should indicate the beginning and ending dates of the detail, whether the detail is reimbursable, and, if so, the percent of salary for which the NIH will be reimbursed.  
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· Incoming request for the detail and copy of any IC response.

· Send request package through the appropriate servicing HR Branch to 


the Special Programs Team (SPT), Office of Human Resources, 31/1C39, to 
obtain the DDM’s signature and send to HHS for approval.

Authority Delegated to NIH IC Directors:

IC Directors have delegated authority to approve details to or from other Federal organizations within the Executive Branch of the Government (with the exception of the aforementioned EOP and Interagency Task Forces).

Procedure and Documentation required: 

· A copy of the approved detail and supporting documentation must be sent to the SPT at the above address within five (5) workdays of approval.  The following information should be provided with the supporting documentation:  the beginning and ending dates of the detail, whether the detail is reimbursable, and, if so, the percent of salary for which the NIH will be reimbursed.

For questions you may contact Nancy Nacev in SPT at (301) 496-0377.







            /s/






Robert Hosenfeld

cc:

OHR Division Directors

OHR Branch Chiefs
