DCTD ARC Standard Operating Procedures 
Intragovernmental Personnel Act (IPA) 
Reference: NIH IPA Policy Manual-http://oma.od.nih.gov/manualchapters/person/2300-334-1/

The Intergovernmental Personnel Act (IPA) Mobility Program enables the temporary exchange of skilled employees between NIH components and state, local governments; institutions of higher education; Federally Funded Research and Development Centers; and other eligible organizations.  The program and developmental experience that will enhance the activities of the IPA assignee upon return to his/her regular work.  
Please note that the below procedures only apply to individuals who are splitting their time between NCI and their home institution.  The NIH Intergovernmental Personnel Act Program Checklist Appendix 5  can be used in conjunction with the below instructions. (see attachment)   

1) To enter into an IPA institutions and/or organizations must be accredited.  Four year accredited universities are accredited so no further action is required.  A list of NIH certified organizations may be viewed at the follow URL: http://hr.od.nih.gov/hrguidance/employment/ipa/ipa-orgs.htm.  If an institution is not a four year accredited university or on the NIH accredited listing see NIH Manual Policy Manual 2300-4334-1, Page 4 of 16 are the instructions to obtain certification.  Also, contact Wanda Darwin, IPA Program Manager at 301-435-6789 to see if website is updated or if there is further guidance regarding accreditation.

2) The individual must have greater than 90 days in a Career position at an institution.    

3) There are two types of IPA appointments (detail or appointment): 1) A detail does not require an FTE and used when NCI/NIH and the institution share the cost of the salary of an individual.  The salary cost NCI pays can be negotiated down with the individual and/or institution.  If the salary NCI is paying is below a GS-15 step 10 approval outside of NCI is not necessary; or 2) An IPA appointment requires an FTE and the individual must take a sabbatical or leave of absence from their institution and come to NCI full time and NCI pays the full cost of the individual’s salary. 
4) Email the individual to gather data that is required to complete the Form OF-69 Appendix 3.  The  following information is needed to complete the form:  1) employee last middle, first name, 2) social security number, 3) home address, 4) is the IPA being made through a faculty program,  5) original date employed by the non-federal organization, 6) employee’s position/title at institution, 7)   office phone number, 8) institution immediate supervisor name and telephone number, 9)  university contact name, title, phone number (person who has authority to execute the IPA and invoice NIH) 10) institution annual salary, 11) annual employee benefit costs (retirement, etc.) , 12) individual acknowledge agreement with percentage of time he/she will work at NCI/NIH, and 13) copy of CV.  
5) NCI/NIH only reimburses the individual’s salary and not benefits.  According to NCI HR Delegations of Authority, as of 1/2/2008, Division Directors have signature authority to sign the IPA with NCI/NIH cost at or below GS-15 step 10. The Division Director printed name and signature goes on Page 8 of Form OF-69.   If cost NCI is paying exceeds a GS-15 step 10 the IPA package requires approval from NIH Deputy Director for Management. Submit the IPA package to your servicing HR Specialist and they will get the HR Branch Chief signature and give to Wanda Darwin who sends to Colleen Barros’ for approval.  (Sample memo that goes to NIH requesting approval is attached). 

6) Need to get the NCI requester to provide documentation for Part 6 – Reason for Mobility Assignment.  The justification must be clearly state the assignment meets one or more program objectives, and Part 7 - Position Description.  (see samples attached)

7) Complete Form OF-69.  (Note – Wanda Darwin confirmed there is no Page 9 in the OF-69 Form.)  The initial IPA can be done for two years and renewed for one year afterwards up to total of four years.   After four years the individual must leave and go back to his/her home institution.  If initial IPA is done for two years OFM can obligate the full two years salary in the fiscal year when the IPA is effective.
8) Send completed Form OF-69 to NCI requester to review.  If review approved by requester send to employee coming to NCI for review.  Make changes to form as necessary then scan and send OF-69 to individual and as for his/her signature and date, supervisor signature and date, and email copy to person authorized to execute the IPA and invoice NCI for information purposes.  At this point make it clear to all parties that the IPA is not fully executed until all institution and NCI signatures are obtained.  In addition, NCI Ethics Office approval is required.  
9) Send draft copy of the IPA Form OF-69 and CV to the NCI Ethics Office so they can review and ask questions if necessary and provide approval.  Attach a copy of the email with approval to the completed IPA.
10) Provide servicing HR Specialist and Branch Chief with a copy of the IPA and CV to review and let them know it’s going through the signature process.  Once all signatures are obtained HR needs a copy with original signatures and they sign off Page 10 and return to the ARC to be added to the completed IPA package.
11)  The same Federal Travel Rules apply to IPA’s. If the individual is in the local commuting area no travel reimbursement is authorized.  If the individual is outside the local commuting area travel expenses can be paid.  Keep in mind an IPA is to benefit NCI and the sponsoring institution so the cost should be shared.  The NIH Travel Policy Office must review all IPA’s to ensure travel language in the IPA is clear, they want to see NCI is only paying a portion of travel reimbursement when individual are working at NCI, and a travel expense form is required to show what NCI and the institution is paying.  Must have Travel Policy Office review approval (email acceptable) and attached to the IPA when sent to OFM.  
12) Once all NCI/NIH and institution signatures are obtained the final OF-69 gets sent to Darrell Barrett in OFM.  Darrell will need the CAN and DUNS number for the institution.   Darrrell will assign the IPA number that is used for the institution to invoice NIH.  If the Travel Policy approval is not included with the IPA package when sent to Darrell he will send to the travel office for approval prior to assigning the IPA number.  This can tie up the process if you have not gotten prior approval from Travel Policy Office.  
13) Send copies of the completed signed IPA to the employee coming to NCI, institution supervisor, the institution contact who is authorized to execute the IPA and invoice NIH, and NCI requester.  Ask that the invoice be sent to the AO so the AO can ensure the IPA number OFM assigns is on the invoice and the invoice is accurate. 
14) IPA’s can be canceled by the institution or NCI/NIH at any time by written notice.

