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[image: ]Below is a sample template for a Title 38 PDP pay case for review by the NIH Clinical Compensation Panel (NCCP).  The below information is also stated in the guidance “Requirements for Submitting Title 38 Physician and Dentist Pay (PDP) Cases” available on IntraHR.  ICs are not obligated to exactly follow this template in writing Title 38 PDP pay justification, but are required to include the components below in their justifications. Requesting ICs are encouraged to include any additional information to justify the use of Title 38 PDP to recruit and retain highly qualified physicians as they deem appropriate.

Header:  

[Date]

TO:	Lawrence Tabak, D.D.S., Ph.D. 
Principal Deputy Director, NIH 
(Approving official when requested total compensation > EX-1 (currently $201,700))

    		OR

		Colleen Barros
Deputy Director for Management, NIH 
(Approving official when requested total compensation ≤ EX-1 (currently $201,700))
	
FROM:       	[Name] [IC Director Organizational Title] 
or 
[IC official proposing pay action], [Organizational Title] with a “through” line in the memo header for the IC Director to indicate concurrence with the request

SUBJECT:  	Title 38 Physician and Dentist Pay Request for Dr. [Name], [Professional Designation]


Nature of Action:

Describe type of action being proposed – recruitment, placement of physician/dentist into Title 38 PDP, or promotion.  Describe what appointment/pay system the physician is currently in (e.g., Title 42, Title 5 with Physicians Comparability Allowance, recruitment, etc).  Describe how the individual is being selected for a competitive Title 5 appointment (IC recruitment, or recruitment by the Global Recruitment Unit, OHR).

Position Information:

Describe duties, patient care services or services incident to patient care, responsibilities and challenges of the NIH position that justify placement in Title 38 PDP, and the requested VA Title 38 PDP pay table and tier level.  (See Title 38 PDP section on IntraHR for NIH Title 38 Tier Descriptions). Provide specific information regarding the individual’s professional responsibilities, professional achievements, and other duties which support the scientist’s placement into a specific tier.   

Because all Intramural and Extramural position designation and peer review requirements must be obtained prior to the submission of the T38 PDP case, include the approval of the position’s designation and the scientist’s peer review.  The individual’s professional designation must be clearly stated, and if changing positions, both professional designations must be included (from and to).

Physician Information:

Include the physician’s specific qualifications, achievements, awards, publications, and any other information that is pertinent and significant with respect to placement in this position.

Market Pay Justification:

A market pay justification, either initial assignment or adjustment, must address the following factors about the specialty or assignment of the physician or dentist:

· The level of experience 
· The need for the specialty or assignment at the facility
· The appropriate health care labor market
· Applicable board certifications
· Accomplishments of the physician or dentist 
· Any unique circumstances, qualifications, or credentials, and the comparison of these factors to the equivalent compensation level of the non-HHS physicians or dentists in the local health care labor market

Signature Line:
[From, Name] [IC Director, Organizational Title] 
or [IC official proposing pay action], [Organizational Title] with a “through” line in the memo header for the IC Director to indicate concurrence with the request
                                                                        
                                                     
Attachments:

Title 38 PDP Checklist
Association of American Medical Colleges data for physicians 
Setting Pay at an Advanced Rate signed approval memo (if requested)
Recruitment, Relocation and Retention signed form (if requested)
Abbreviated Curriculum Vitae
Organizational chart and staff list
Position description and signed OF-8
Verification of active medical or dental license
Request for Title 38 HHS-691 form, signed
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