ORS MANUAL, PERSONNEL No. 6
PAGE 2
DATE: May 20, 1996

ISSUING OFFICE:  OAM, PMB

ACQUISITION OF PERSONNEL RELATED SERVICES

TOPIC:

Acquisition of Personnel Related Servicestc \l2 "Acquisition of Personnel Related Services
PURPOSE:

To ensure that acquisition of personnel related services/advice through professional service contracts and purchase orders comply with administrative management policies and procedures.

REFERENCE:
Memorandum dated March 28, 1993, from the ORS Personnel Officer entitled "Professional Services Contracts"

POLICY:

Program managers may use professional service contracts and purchase orders to procure personnel related services; however, the ORS Personnel Management Branch should be consulted as to the appropriateness of using this mechanism as well as the qualifications of the particular contractor(s) under consideration.  In addition, the ORS Personnel Officer or designee will serve as the Co-Project Officer on the procurement.

Personnel related services include, but are not limited to:

1.
reviewing grievances;

2.
advising on organizational changes when they impact human resources;

3.
writing position descriptions;

4.
writing Knowledges, Skills, and Abilities (KSAs);

5.
writing performance elements and standards; 

6.
classifying positions; and

7.
providing general personnel management advice.

PROCEDURES:

1.
When a program manager wishes to acquire the services of an outside firm or individual consultant to perform a personnel related service, the Division Administrative Officer should first consult with the servicing Personnel Management Specialist to discuss the acquisition in terms of its appropriateness as well as the qualifications of the potential consultant/contractor.  

2.
The Division Administrative Officer should forward the ORS requisition worksheet, NIH 1861-9, along with the firm's or individual's curriculum vitae or resume and a memorandum to the ORS Personnel Officer (see attachment) for review and concurrence.

3.
The ORS Personnel Officer, or designee, will review the documentation, sign the memorandum as and the requisition worksheet and send them back to the Division Administrative Officer for processing.

4.
Any changes to the original request, such as length of service or scope of work, must receive the concurrence of the ORS Personnel Officer or designee.

5.
Use of any previously established or "standing" contracts for the purpose of providing personnel related services as outlined under the Definitions section must also be receive the concurrence of the ORS Personnel Officer or designee.

QUESTIONS: The ORS Personnel Management Branch is located in Building 31, Room 3B03, phone 2-1288.

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


Attachment


Sample Memorandumtc \l3 "Sample Memorandum
TO:

Personnel Officer, ORS

FROM:
[Division Director or Chief Administrative Officer]

SUBJECT:
Acquisition of Personnel Services

This memorandum is to request your review and concurrence of an acquisition through [professional services contract or purchase order] for the services of [name of outside firm or individual consultant] for [description of service].

Attached you will find the requisition worksheet and the curriculum vitae/resume of the proposed firm/consultant.  Please review the attachments and sign below before [date needed].

If you have any questions, please contact [Division Administrative Officer or other Division Personnel] on [phone number].

Signature

Attachments

Concur:                                                                                 

Date:                     
Nonconcur:                                                                           

Date:                      
