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Memorandum
 

To:		William H. Werkheiser
Acting Deputy Director

Through:	S. Kaye Cook
		Bureau Human Resources Officer 

Through:	(Name)
Servicing Human Resources Officer

From:		(Name)
		Executive Leadership Team Member Title

Subject:	 Request for Exception to Hiring Controls  
 
The purpose of this memorandum is to request an exception to the hiring controls to initiate the following action:  (e.g., Recruit; Extend Temporary Appt.; Extend Term Appt.; Convert to Permanent, Make job offer, etc.). 


Certifications  (Required)

_______Executive Leadership Team (ELT) member certifies that approving this waiver is consistent with funding and workforce strategies in the USGS Sequestration Plan and will not result in additional furlough days for USGS employees.

_______ELT member certifies that sufficient funds are available in fiscal year (FY) 2013 and FY 2014, assuming that FY 2014 budgets may be reduced by 5 percent (as compared to the 2013 full year continuing resolution).


Position  (Required)

Position Title: (e.g., Biologist)
Series and Grade:  (e.g., GS-401-13/14)
Annual Salary:  (e.g., $81,823-$125,695)



	Length of Time Vacant
	Planned Hiring Before Freeze (Y, N or N/A)
	Location of Position (City/State)
	Number of Positions
	Payment of Relocation Expenses Required (Y, N or N/A)

	
	
	
	
	



Proposed Appointing Authority:  (e.g., permanent, term, temporary, excepted service, etc.)   
 

Exception Criteria  (Each of the following must be addressed.)

Impact on Ability to Achieve Mission Essential Functions:

Workforce Plan:  (Describe how the position aligns with requesting organization’s workforce plan and the critical need to fill this vacancy.)	

Adverse Impact on Resources or Efficiencies: (Justification must address the following; indicate N/A if not applicable.) 
· Loss of revenue
· Adverse impact on special funding 
· Loss of "cost-sharing" with partners 
· Audit or action plan requirement 
· Time-sensitivity

Adverse Impact on Business Operations:  (Justification must address the following; indicate N/A if not applicable.)
· Scheduled deadlines or production requirements 
· Contract requirements 
· Loss of competitive edge or opportunity 
· Jeopardize relationships with partners or customers

Strategies used to minimize financial impact:  (Indicate, for example, if the position is covered by reimbursable funding and provide the funding organization.)

Alternatives Considered:  (Specifically describe all options reviewed and considered, i.e., special hiring authorities, details, contractor, student, temp or term appointment, re-distribution of work, etc.)

If request is a recruitment action, please denote the advertisement mechanism:

Circle all that apply:  USGS only	Federal government-wide	DEU		


Supervisor Name, Phone Number, Email Address: 







Approved: _______________________	Disapproved: _____________________________
Deputy Director				Deputy Director


Date:  __________ 







