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Sample Title 42 Memo for Dr. Alexander’s Approval.  Salary is proposed in the first tercile of the appropriate categorical pay band.  No organization chart, salary comparables or pay chart need to be done.
Date


TO:

Director, NICHD



Through:  Scientific Director, NICHD

FROM:
Section/Unit Head, Lab/Branch, NICHD

SUBJECT:
Request for Title 42 Appointment for Jane Smith, Ph.D.
Nature of Action:
This is to request approval for a Title 42 (g) appointment for Jane Smith, Ph.D. as a Research Fellow/Research Fellow (VP).  I recommend setting her salary at $XX,XXX which is in Category, Band, Tercile (Consult AO). 
Position Information:

Discuss the nature of the position being filled.  Focus on the level of the position within the IC and the importance of the program to the IC mission.  Describe any trans-NIH assignments/activities that the position may have.  
Candidate Information:
Be very specific about the candidate’s background including information about his/her publications, awards, accomplishments, etc. 
Salary Justification:

Justify the salary level proposed with respect to the Pay Setting Criteria described in the Pay Model, and the specific tercile requirements.  

Describe any competing job offers/opportunities.  
Describe any benchmarks used in determining the proposed salary level.
Recommendation:
I strongly recommend the appointment of Dr. Smith as a Research Fellow/Research Fellow (VP) at a salary of $XX,XXX which is commensurate with her knowledge and experience.






Unit/Section Head Name, Degree


Approved

Disapproved













         Duane Alexander, M.D., Director, NICHD
Date
