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SPECIAL EXPERTS

TOPIC:

Special Expertstc \l2 "Special Experts
PURPOSE:

To provide uniform guidance on the processing of Special Expert appointments, renewals (extensions), and pay adjustments within ORS. 

REFERENCE:
(
NIH Manual Chapter 2300-304-1, "Employment of Special Experts"

(
HHS Instruction - 304-1, "Appointment of Experts and Consultants"

(
5 U.S.C. 3109, (Employment of experts and consultants; temporary or intermittent(
(
42 U.S.C. 209 (f) (Appointment of personnel: special consultants(
COVERAGE:  
All Special Expert appointments, renewals (extensions), and pay adjustments within the ORS.

POLICY:

The ORS will utilize and manage Special Expert appointments as defined in NIH Manual Chapter, 2300-304-1.  The Associate Director for Research Services (ADRS) is granted a specific number of slots by the Director/Deputy Director, NIH.

Appointments will normally be no more than four years in total length.  Fifth-year extensions/renewals must be specifically identified and justified.

PROCEDURES:


A.
A request to appoint/renew (extend) a Special Expert or to request a pay adjustment is prepared by the program official making the request and transmitted from the appropriate Division Director to the ORS Personnel Officer for review.  This package is then sent to the ORS Executive Officer for review, who then forwards it to the ADRS for approval.

B.
The ADRS must approve all appointments, pay adjustments, and renewals (extensions) of Special Experts prior to the effective date.  

C.
Required Documentation:

When preparing the special expert package, appropriate documentation is required for:

1.
Appointments:
a.
Memorandum of Recommendation, which contains the following:

-
Summary of the need for the temporary services of a special expert and the expected duration of the assignment;

-
Explanation as to why the position should be filled with a special expert rather than with an individual appointed through normal Civil Service mechanisms;

-
Discussion of the qualifications of the proposed appointee including a certification that the individual meets the qualification requirements for appointments;

-
Summary of the assignment to be performed by the expert;

-
Explanation of the salary level requested;

-
Justification for any exception to normal appointment procedures; and,

-
If the proposed appointee is a non-citizen, this fact should be noted, the appointee(s nationality specified, and be accompanied with a statement of compliance with the Appropriation Act limitations on the appointment of noncitizens.

b.
SF-52, (Request for Personnel Action(
c.
Copies of the proposed appointee's curriculum vitae or bibliography (if appropriate)

d.
SF-171, (Application for Federal Employment(, or resume

e.
SF-450, (Confidential Financial Disclosure Report(
f.
HEW-410, (Supplemental Information - Expert or Consultant(
2. 
Renewals/Extensions:
a.
Same paperwork as noted above with the addition of a salary history.

b.
For extensions beyond four years, the memorandum of recommendation must specifically address in the subject and body that the request is for a fifth year.  It must fully justify the continuing need for a Special Expert appointment, and the highly unusual and urgent circumstances supporting a fifth-year appointment. 

3.
Pay Adjustments:

a.
Memorandum of Recommendation (as described above) including a full justification of the salary level taking into account the current salary level of the employee.

b.
SF-52, (Request for Personnel Action(
c.
Salary History

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.
