CHECK LIST FOR ADVERTISING VACANCIES IN JOURNALS

_______   Program staff notifies the Administrative Officer that there is a need to advertise the vacancy in journals 

_______   Program staff develops the draft journal advertisement with the assistance of the Administrative Officer.  Submit the advertisement electronically to the Administrative Officer for approval 

_______   The Administrative Officer forwards the final draft to the Personnel Management Specialist 

_______   The Personnel Management Specialist approves the advertisement, signs and dates a paper copy of the advertisement

_______   Program staff contacts the journal(s) to obtain the advertising rate  and identify the deadline for submitting the material.  Stellar Communications (301-585-6141) or Sykes Communications (703-248-1567) can also be contacted for the rates

_______   The Administrative Officer, the Personnel Management Specialist and the Selecting Official determines when the NIH vacancy will be advertised

_______   The VISA card holder may place the advertisement after Administrative Officer approval if the total is $2,500 or less.  If the order is over $2,500, payment can be made by a  DCTD Purchasing Agent.  Sykes Communications currently does not accept the VISA credit card.

_______   The Program staff shall follow-up to make sure that the advertisement was placed in the journal.  Program staff shall make a copy of the advertisement once the journal is issued.  This advertisement should be stamped with the Receiving Stamp and kept with the VISA Card Holder’s files or provided to the Purchasing Agent who placed the order so that “Receiving” can occur.

