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             SAMPLE SLRP RETENTION NOMINATION REQUEST FOR CORE OD

DATE:

XXXX
TO:

Deputy Director for Management, NCI 

FROM:
CORE OD Office Director
SUBJECT:
Approval of Student Loan Repayment Program (SLRP) Nomination Request 

Employee Name: 
XXXXXXXX
Position: 

XXXXXXXXXX 


Office

: 
XXXXXXXXX
Purpose: 

Retention Incentive
Type: 


New or Renewal
Below is a justification for a Student Loan Repayment Retention Request for your approval.  I fully support this Retention Incentive and my office will cover all costs toward this SLRP request.  This request meets or exceeds the following criteria for SLRP and is fully supported as shown below:
· Likelihood of leaving NCI for employment outside Federal Service without this benefit:  Mr. Smith has received an outside offer from Westat (attached).  
· Importance of retention as it contributes to the NCl's mission: Applicant’s work directly supports the administrative mission of our office. 

· Employee's tenure with NCI: Over his 5 year-tenure at NCI, Mr. Smith has gained critical expertise in ________________ and _________________.  

· The cost of recruiting and training a replacement: Mr. Smith has specialized experience with all aspects needed to work in our office pertaining to ____________.  I will take months and many dollars to find an individual with his expertise. 
Thank you very much for your consideration.







_______________________________

 





CORE OD Office Director
Approved:_________

____________________________


______________

Deputy Director for Management, NCI


Date

LE OF 

       SAMPLE SLRP RECRUITMENT INCENTIVE NOMINATION REQUEST FOR CORE OD
DATE:  XXXX
TO:  Deputy Director for Management, NCI

FROM:  CORE OD Office Director
SUBJECT:  Approval of Student Loan Repayment Program (SLRP) Nomination Request

Candidate Name: XXXXXXXXX
Current Position: XXXXXX
Office:                 XXXXXXX
Purpose:              Recruitment Incentive
Below is a justification for a Student Loan Repayment Recruitment Request for your approval.  I fully support this Recruitment Incentive and my office will cover all costs toward this SLRP request. This request meets or exceeds the following criteria for SLRP and is fully supported as shown below:

· Likelihood candidate not accepting position without this benefit:   Mr. Smith has received a job offer from Westat by the President of the Company – see attached letter.  The salary being offered is 20% higher than the salary being offered by NCI.
· Highly specialized skills or qualifications needed for the positions:  Mr. Smith has previous experience working for the Federal government and is very familiar with all aspects of the administrative duties needed to work in our office.
· Recent turnover rates in equivalent positions; labor market factors that affect the ability to recruit for similar positions: The previous employee holding this position left for a job offer with the private sector and we have attempted to recruit for this position on four different occasions without success.  
· The cost of recruiting and training a replacement:  This has been a very difficult position to fill given the experience needed with working at NIH. This position has been vacant one year given the specialized requirements needed to fill this position.
Thank you very much for your consideration.

                                                                         ______________________________

                                                                         CORE OD Office Director
Approved: ____________
____________________________                ________________

Deputy Director for Management, NCI                        Date

