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DATE: March 6, 1997

REPLACES:  May 20, 1996

ISSUING OFFICE:  OAM, EO

ACQUISITION OF PRIVATE SECTOR TEMPORARIES

TOPIC:

Acquisition of Private Sector Temporariestc \l2 "Acquisition of Private Sector Temporaries
PURPOSE:

To provide guidance to ensure the proper usage of private sector temporaries.

REFERENCE:
5 CFR 300, Subpart E, (Use of Private Sector Temporaries(
Memo dated June 26, 1996 from the Director, Division of Policy and Planning, OPM, OA entitled, (Acquisition of Administrative Support and Temporary Clerical Help(
POLICY:



A.
Staff within ORS may use the services of private sector temporary help firms for short-term situations involving: 

1.
individual employee absences due to emergencies, accidents, illnesses, mandatory jury duty, maternity, parental or family responsibilities such as childbirth, child care, care for elderly or infirmed parents or others, or

2.
a sudden or unexpected critical workload need, provided the need cannot be met with ORS' current employees or through the direct hiring of temporary employees by the date and for the period of time help is required.  

B.
Temporary help services may not be used:

1.
for managerial or supervisory work,

2.
in lieu of regular civil service recruitment and hiring procedures,

3.
to displace a Federal employee,

4.
to circumvent controls on employment levels (i.e., hiring freezes),

5.
in lieu of appointing a surplus or displaced Federal employee as required by the Presidential memorandum dated September 12, 1995, entitled (Career Transition Assistance for Federal Employees,(
 6.
to meet a recurring, cyclical workload, or

 7.
to fill in for employees who are taking vacations.

C.
Usage and Limitations

1.
A workday is defined as any part of a day that the temporary works (i.e., if a temporary person works 4 hours a day for 5 days then for that workweek the temporary person has worked 5 workdays).

2.
An individual employed by a private sector temporary help firm may not be procured for a single requirement for more than 120 workdays.

3.
If the requirement for a private sector temporary continues beyond 120 workdays, the requestor  may request an extension for a second period of up to 120 workdays for the same individual, not to exceed 240 workdays in a 24-month period. 

4.
Extensions beyond 120 workdays for the same person or for the same requirement may be granted for up to a maximum of 120 additional  workdays.  Extensions can only be granted by the ORS Personnel Management Branch (PMB).  No extensions will be granted beyond the 240 workdays since this maximum gives ample time to locate and hire Federal employees.

5.
An individual temporary employee may not work in the ORS in excess of 240 workdays in a 24-month period.  If one individual works the maximum 240 workdays, that person may not be procured for work anywhere within the ORS until 24 months have elapsed from the date the temporary person started their first assignment.

PROCEDURES:
An internal ORS Clearance for Private Sector Temporary Services Form (hereafter referred to as Clearance Form) has been developed and is included as Attachment 1.

A.
Requester

1.
Prepares the requisition worksheet.  This includes obtaining competition from three small businesses if the order exceeds $2,500.  If a large business is requested, a justification must be included explaining why a small business cannot fulfill the need.  If a sole source is requested, a determination of fair and reasonable price must be included in the documentation.  

2.
Completes Part A of the Clearance Form.   

3.
Forwards the Clearance Form and requisition worksheet to the Division Administrative Officer for approval. 

4.
Ensures that the Clearance Form and requisition worksheet reach the ORS Acquisition Management Staff  four weeks prior to the anticipated start date.  Otherwise, in emergency situations, prepares a memorandum of justification which must be signed by the Division Director and must accompany the Clearance Form and requisition worksheet.  This memorandum must explain the need for procuring a temporary on short notice (less than four weeks).  NOTE:  Once the requisition worksheet and Clearance Form are received by the ORS Acquisition Management Staff, all communication with the selected vendor will be handled by an ORS DELPRO Ordering Official.
5.
Maintains a weekly log (using Attachment 2) to record hours worked by the temporary to ensure that the period of performance is not exceeded.

6.
Receives the temporary's completed time sheet (supplied by the temporary) on Friday.  Records the purchase order number on the time sheet and submits it along with the weekly log to the ORS Acquisition Management Staff by close of business the following Monday (so that timely receiving can be entered and to preclude unauthorized procurement actions).  Failure to submit the time sheet in accordance with this time schedule will result in termination of the order.

7.
Provides specific direction and review of work performed by the temporary, but does not establish an employer-employee relationship.

B.
Administrative Officer

1.
Completes Part B of the Clearance Form.

2.
Reviews the justification and work scope and ensures that both support the need for the private sector temporary.  Ensures that the request for the total requirement does not exceed 120 workdays and that appropriate actions will be taken if the requirement is to continue.

3.
Verifies with the ORS Personnel Management Branch as to the availability of applicants for temporary employment through appropriate applicant supply systems.

4.
For initial requests of 120 workdays or less, indicates approval by signing the Clearance Form and forwards the package to the ORS Acquisition Management Staff for action.

5.
For approval of extensions beyond 120 workdays for the same person or to continue use of private sector temporaries for the same requirement beyond 120 workdays, works with their ORS Personnel Management Specialist to obtain approval.  Forwards the Clearance Form and requisition worksheet to the ORS Personnel Management Branch for approval before forwarding the package to the ORS Acquisition Management Staff.

6.
Forwards an information copy of all initial requests and extensions to the Financial Management Branch.

7.
Maintains a supply of Clearance Forms.

C.
ORS Personnel Management Specialist

1.
For new requirements of 120 workdays or less, works with the Division Administrative Officer to determine the availability of applicants for temporary employment through appropriate applicant supply systems.

2.
For approval of extensions beyond 120 workdays for the same person or to continue use of private sector temporaries for the same requirement beyond 120 workdays, completes Part C of the Clearance Form.  Contacts the Office of Human Resource Management, NIH as to the availability of applicants for temporary employment through appropriate applicant supply systems.  Indicates approval by signing the Clearance Form and forwards the package to the appropriate Division Administrative Officer.

D.
ORS Acquisition Management Staff

1.
Enters orders in the Administrative Database (ADB) upon receipt of the requisition worksheet and approved Clearance Form.  
2.
Once the requisition worksheet and Clearance Form are received by the ORS Acquisition Management Staff, all communication with the selected vendor will be handled by an ORS DELPRO Ordering Official.  The Ordering Official must ensure that the temporary employee has not worked in the ORS in excess of 240 workdays in a 24 month period.

3.
Notifies the requester and the Division Administrative Officer of the start date after the order has been issued.

4.
Records receiving information in the ADB upon receipt of the weekly time sheet from the requester.

5.
Prepares an annual report for the Deputy Executive Officer and Division Administrative Officer(s) regarding usage of temporaries (using the format in Attachment 3).  The report is due October 15.

QUESTIONS:  
Contact your Personnel Specialist or Administrative Officer for more information.

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

PART A
REQUESTER
Requester's Name/Title:                                                                                                                      

Division/Branch/Section:                                                                                                               
Date of Request:                                                                                                                             
1.
Temporary services are needed due to the following reason (check one):

_____
Employee Absence 

Provide the absent employee's name/title/series/grade:    __________________________________________________________________

Date employee is expected to return to work: _____________________________

_____
Vacancy or _____  New Position  

Provide the former employee's name/title/series/grade: __________________________________________________________________

Date recruitment package sent to PMB/ORS: ________________________________

Expected recruitment date: _______________________________________________

_____
Critical Need (describe below in item 3)

2.
This request is:

_____
a new requirement

            _____
a continued requirement - list the purchase order(s) already issued: ____________________________________________________________________________________________________________________________________

__________________________________________________________________

3.
Justification:  (Explain the circumstances supporting this request including what alternatives have been considered such as recruitment efforts, detailing of employees from within the organization to meet the need, etc.  Use additional sheets if more space is needed)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.
Work scope:

Starting Date: _______________  Ending Date: _______________

Tour of Duty: __________________________________________

Who assigns and reviews completed work?_____________________________________

General Description of Work Area (location of work assignment, equipment, etc.):

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.
Required Knowledge, Skills, and Abilities (Check appropriate items below and indicate percentage of time spent on each duty):

REMINDER:  Costs of the service being provided to you through this procurement are directly related to the degree of higher level knowledge and skills you require.  There​fore, you are to specify only that which is absolutely necessary, as opposed to that which would be nice to have, but is not regularly needed.
CLERICAL/SECRETARIAL
_____
Ability to type (typing speed ________ wpm)

_____
Knowledge of specific word processing/ADP equipment (please list)

______________________________________________________________________________________________________________________________________________________________________________________________________

_____
Knowledge of specific word processing/ADP software packages (e.g., WordPerfect, Lotus 123, etc.)  (please list)

__________________________________________________________________

__________________________________________________________________

_____
Ability to take dictation (using Dictaphone tapes ____ or Steno ____/____ wpm)

_____
Knowledge of grammar, punctuation, etc.

_____
Ability to compose non-technical correspondence

_____
Skill in answering the telephone

_____  Skill in using duplicating/copying equipment

_____  Ability to file/do mailings/other clerical non-typing functions

_____
Ability to schedule meetings/reserve conference space/equipment

_____
Ability to gather/locate/assemble information for reports, meetings, etc.

_____
Skill in basic mathematics  

_____
Ability to perform statistical functions

_____
Other (specify): ____________________________________________________

ADMINISTRATIVE
_____
Specify:___________________________________________________________

SKILLED TRADES (WAGE)
_____
Specify:___________________________________________________________

TECHNICAL
_____
Specify:___________________________________________________________

OTHER
_____
Specify:___________________________________________________________

Physical labor or hazards of any kind not normally found in office setting.  Please describe: ________________________________________________________________________________________________________________________________________________

6.
Procurement Information:

Vendor Name            Price Quotes*  Company Representative/Phone #

________________   ___________  __________________________________________

________________   ___________   _________________________________________

________________   ___________   _________________________________________

Name of Vendor Selected:__________________________________________________

Total Cost: ______________________________________________________________

Justification for requesting a large business:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

*Price Quotes must be based on Department of Labor Wage Determinations.

PART B
ADMINISTRATIVE OFFICER APPROVAL/CERTIFICATION
I have reviewed the information contained in Part A and concur that this is a valid procurement, that funds are available, and that no other employees are available for detail.  The services are not being used to circumvent FTE ceilings and personnel regulations.  All required applicant supply systems have been cleared.  There are no other qualified candidates immediately available.  The justification and work scope are appropriate for using a private sector temporary service and is in accordance with regulations published under 5 CFR 300, Subpart E.  If this requirement is expected to continue beyond 120 workdays, I assure that proper action will be taken to seek an extension.

Approved:  ________________________________________________   __________________

 Administrative Officer 




 Date

Disapproved: _______________________________________________  __________________ 

 Administrative Officer




 Date

Reason for disapproval:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
PART C
ORS PERSONNEL MANAGEMENT BRANCH APPROVAL/ CERTIFICATION FOR EXTENSIONS BEYOND 120 WORKDAYS
I have reviewed the information contained in Part A and concur this is a valid procurement.  The services are not being used to circumvent FTE ceilings and personnel regulations.  All required applicant supply systems have been cleared.  There are no other qualified candidates immediately available.  The justification and work scope are appropriate for using a private sector temporary service and is in accordance with regulations published under 5 CFR 300, Subpart E.

Approved:  _______________________________________________   ___________________

ORS Personnel Management Specialist


Date

Disapproved: ______________________________________________   ___________________ 

ORS Personnel Management Specialist


Date

Reason for disapproval:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Weekly Log Sheettc \l3 "Weekly Log Sheet*


Private Sector Temporary Employees
Vendor Name:                                                                                                                               
Purchase Order No.:                                                                                                                      
Week Ending:                                                                                                                                
	Employee Name
	Current

Hours Worked
	Previous

Hours Worked
	Total

Hours Worked

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



AUTHORIZED BY:                                                                              

DATE:                                                                              
*Submit weekly to the ORS DELPRO Ordering Official who processed the order.

Attachment 3


FY ______ REPORT ON THE ACQUISITION OF PRIVATE SECTOR TEMPORARIES


OFFICE/DIVISION:  _____________________________________

	Branch
	Name of Requestor
	Order Number
	Vendor
	Amount
	Hours
	Brief Description of Need*

	Sample
TCB
	Jones
	NVW12345
	Select Temp
	$13,600
	960
	Level IV Secretary 01/10/97-08/10/97

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


*Type of temporary and period of performance.


