Attachment 2
December 1, 2010
Hiring Freeze Exception Request Memorandum Format

(Remove the title above, remove the notes in blue text, 
and print on USGS Letterhead prior to submitting)

In Reply Refer To:
Mail Stop (insert mail stop)


Date: (required)
Memorandum (Left-oriented, capitalized and lower case)

To:
(Name)

Executive Leadership Team Member 

Through:
(Name)

Servicing Human Resources Officer 

From:
(Name)

Management Official Title (Requesting Office)
Subject:
Request for Exception to Hiring Controls—(Position name)

Position Title, Series, Grade, Annual Salary: (e.g., Biologist, GS-401-13/14, $81,823-$125,695)
Payment of Relocation Expenses Required?   (Yes/No)

Proposed Appointing Authority:  (e.g., permanent, Term, temporary, excepted service, etc. Please work with your servicing Human Resources Office.)

Exception Criteria:  (The following sections must be justified in the request)
Workforce Plan:
· Describe how the position ties to the workforce plan

Adverse Impact on Resources or Efficiencies:
· Loss of revenue

· Adverse impact on special funding 

· Loss of "cost-sharing" with partners 

· Audit or action plan requirement 

· Time-sensitivity

Alternatives Considered: (e.g., contractor, student, distribute work among current staff, temp or Term appointment, etc.)

Adverse Impact on Business Operations:  

· Scheduled deadlines or production requirements 

· Contract requirements 

· Loss of competitive edge or opportunity 

· Jeopardize relationships with partners or customers

Funding Considerations: 

· Position covered by funding agreements

· Position supported by non-appropriated funding

Other Hiring Options Considered: 

· Specifically describe all options reviewed and considered i.e, special hiring authorities, details, Term appointments, re-distribution of work etc.

Supervisor Name, Phone Number, Email Address: (enter name and information here)
Approved:
    Date:__________________________


ELT member (Name)
Disapprove:
    Date:__________________________

ELT member (Name)
