	NIST-013

(2-99)

5 CFR, PART 300, SUBPART E

ADMAN 10.02
	U.S. DEPARTMENT OF COMMERCE

NATIONAL INSTITUTE OF STANDARDS AND TECHNOLOGY

	REQUEST FOR PRIVATE SECTOR TEMPORARY SERVICES

	SECTION 1. GENERAL INFORMATION (COMPLETE THIS SECTION FOR ALL REQUESTS)

	DIVISION

     
	CONTACT

     
	TELEPHONE NUMBER

     

	TYPE OF POSITION

     
	COMPARABLE GRADE OR PAY BAND

     
	TOUR OF DUTY

     

	REQUESTED START DATE AND TIME

     
	REQUESTED END DATE AND TIME

     
	REQUESTED TOTAL TIME

     
	REPORTING LOCATION

     

	DUTIES AND SKILLS REQUIRED (ATTACH ADDITIONAL PAGES, IF NECESSARY)

     

	
	
	
	

	SECTION 2. REGULATORY INFORMATION

	PART A. INITIAL REQUEST (COMPLETE FOR ALL INITIAL REQUESTS)

	1. WHICH OF THE FOLLOWING SHORT-TERM SITUATIONS CURRENTLY EXIST?  (CHECK ONE)

         FORMCHECKBOX 
  AN EMPLOYEE IS ABSENT FOR A TEMPORARY PERIOD BECAUSE OF A PERSONAL NEED INCLUDING EMERGENCY, ACCIDENT, ILLNESS, PARENTAL OR FAMILY RESPONSIBILITIES, OR MANDATORY JURY SERVICE.  (VACATIONS ARE NOT INCLUDED.)

 FORMCHECKBOX 
  THE AGENCY MUST CARRY OUT WORK FOR A TEMPORARY PERIOD THAT CANNOT BE DELAYED BECAUSE OF A CRITICAL NEED.

2. CAN THIS NEED BE MET WITH CURRENT EMPLOYEES OR THROUGH THE DIRECT APPOINTMENT OF TEMPORARY EMPLOYEES WITHIN THE TIME AVAILABLE BY THE DATE THAT HELP IS NEEDED AND FOR THE DURATION OF TIME THAT HELP IS NEEDED? 

(IF YES, PRIVATE SECTOR TEMPORARY SERVICES CANNOT BE UTILIZED.)

 FORMCHECKBOX 
  YES                     FORMCHECKBOX 
  NO

3. IS THIS THE FIRST REQUEST FOR PRIVATE SECTOR TEMPORARY EMPLOYEES IN THIS PARTICULAR SITUATION?

(IF NO, COMPLETE PART B, EXTENSION REQUEST.)

 FORMCHECKBOX 
  YES                     FORMCHECKBOX 
  NO

4. HOW MANY WORKDAYS DOES THIS REQUEST COVER?  (INITIAL REQUEST CANNOT EXCEED 120 WORKDAYS.)

     

	PART B. EXTENSION REQUEST (COMPLETE ONLY IF REQUESTING AN EXTENSION)

	1. HOW MANY WORKDAYS DID THE ORIGINAL REQUEST COVER?  

     
2. HOW MANY WORKDAYS DOES THIS EXTENSION REQUEST COVER?  (ORIGINAL REQUEST PLUS EXTENSION CANNOT EXCEED 240 WORKDAYS.)

     
NOTE: AN INDIVIDUAL EMPLOYEE OF ANY TEMPORARY HELP FIRM MAY WORK IN THE SAME OPERATING UNIT FOR NO MORE THAN 120 WORKDAYS IN A 24-MONTH PERIOD.  THE 24-MONTH PERIOD BEGINS ON THE FIRST DAY OF THE INITIAL ASSIGNMENT.  AN EXCEPTION MAY BE MADE FOR AN INDIVIDUAL TO WORK UP TO A MAXIMUM OF 240 WORKDAYS WHEN USING THE SERVICES OF THE SAME INDIVIDUAL FOR THE SAME SITUATION WILL PREVENT SIGNIFICANT DELAY.

IF THE SAME INDIVIDUAL IS BEING REQUESTED FOR THE MAXIMUM 240 WORKDAYS IN A 24-MONTH PERIOD, PART C, SUPERVISORY CERTIFICATION, CERTIFIES THAT USING THE SAME INDIVIDUAL WILL PREVENT SIGNIFICANT DELAY.

3. ARE THE SERVICES OF THE SAME INDIVIDUAL BEING REQUESTED?

 FORMCHECKBOX 
  YES (IF YES, LIST THE INDIVIDUAL’S NAME.)                                                        FORMCHECKBOX 
  NO

     
4. HAS THIS INDIVIDUAL WORKED IN ANY OTHER CAPACITY WITHIN THIS OPERATING UNIT IN THE PAST 24 MONTHS?

 FORMCHECKBOX 
  YES (IF YES, LIST TOTAL NUMBER OF WORKDAYS.)                                           FORMCHECKBOX 
  NO 

     


	PART C. SUPERVISORY CERTIFICATION (REQUIRED FOR ALL INITIAL AND EXTENSION REQUESTS)

	I CERTIFY THAT THE PRECEDING INFORMATION IS COMPLETE AND ACCURATE, AND THAT THESE SERVICES ARE NOT BEING REQUESTED IN LIEU OF REGULAR RECRUITMENT AND HIRING PROCEDURES, TO DISPLACE A FEDERAL EMPLOYEE, OR TO CIRCUMVENT CONTROLS ON EMPLOYMENT LEVELS.  IN ADDITION, IF I AM REQUESTING THE SERVICES OF THE SAME INDIVIDUAL FOR UP TO THE MAXIMUM OF 240 WORKDAYS IN A 24-MONTH PERIOD, I CERTIFY THAT THE USE OF THIS INDIVIDUAL’S SERVICES WILL PREVENT SIGNIFICANT DELAY.

	SUPERVISOR (SIGNATURE)

     
	DATE

     

	OU APPROVING OFFICIAL (SIGNATURE)

     
	DATE

     

	PART D. HUMAN RESOURCES MANAGEMENT DIVISION CLEARANCE (REQUIRED FOR ALL INITIAL AND EXTENSION REQUESTS)

	I HAVE REVIEWED THIS REQUEST.  THERE ARE CURRENTLY NO ELIGIBLE CANDIDATES AVAILABLE FOR APPOINTMENT UNDER CTAP, ICTAP, RPL, OR 30 PERCENT DISABLED VETERAN’S PLACEMENT PROGRAMS.

	SERVICING PERSONNEL GENERALIST (SIGNATURE)

     
	DATE
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