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Intergovernmental Personnel Act Program Checklist

Assignee Name: IC:

1. Is the employee in a career position for at least 90 days?

= Federal Employee in a career-conditional, career SES, or excepted

service position in tenure group 1 or 27?
oR []
= Non-federal employee in a career (non-temporary) position? Move to #2

Refer to Manual Chapter, 2300-334-1 - Assignments Under The

Intergovernmental Personnel Act (IPA), to confirm eligible STOP
e the individual
positions. . L
P - - — is not eligible
2. Is the non-federal organization from which the employee is selected eligible
for the IPA
for the IPA program?
program.

=  State or local government I:I
= Accredited U.S. 4-year college or university, or technical/junior college
® Indian tribal organization

= Federally funded R&D center

= Non-profit public organization

Move to #3

3. If the organization is a non-profit organization, is it certified?

[]

To confirm if a non-federal organization is an approved organization, or to get
. Move to #4
one certified, please contact CPD.

STOP
Contact CPD
|:| for guidance.
4. Isth | .S. citizen?
s the employee a U.S. citizen Move to #5
. Isth | i he IPA i ? |:| M
5. Is the employee being extended on the assighment Move To #6 pac;\g;z

creation.



https://policymanual.nih.gov/2300-334-1#17F05B19:%7E:text=nsf03308/start.htm-,E.%20Coverage,-Program%20participation%20is
https://policymanual.nih.gov/2300-334-1#17F05B19:%7E:text=nsf03308/start.htm-,E.%20Coverage,-Program%20participation%20is
https://ope.ed.gov/dapip/#/home
https://www.nsf.gov/statistics/ffrdclist/
https://hr.nih.gov/workforce/ipa#:%7E:text=Non%2DProfit%20Organizations%20Eligible%20to%20Participate%20in%20the%20IPA
mailto:T5PolicyTeam@od.nih.gov

6. Has the employee worked on an IPA assignment for 4 consecutive years?

[ ]

STOP
the individual
must take a 12-
month break
from the IPA
Program

[ ]

If the
individual is
federal
employee
move to #7

If a non-
federal
employee
move to
package
creation.

7. FOR FEDERAL EMPLOYEES ONLY — Will the proposed extension exceed the 6-

[ ]

STOP
the individual is

[ ]

o 5
year limitation for the NIH employee? not eligible for Move to #8
an extension in
the program.
8. FOR FEDERAL EMPLOYEES ONLY - If detailed from NIH and they will be paid M(I;Lo STOP
by the organization, is the salary the same as the assignee’s regular pay? Contact
package
. CPD for
creation. .
guidance.
CREATE IPA PACKAGE COMPLETED

9. Complete the IPA Financial Processing Cover Sheet.

[]

10. Complete the HHS-69 IPA Agreement form.

Does the IC and non-federal organization agree to the conditions of
employment outlined on the form?

Do the costs to NIH exceed the benefit NIH is receiving? If so, is a
justification provided?

Has the employee been consulted by ethics?

Have all required signatures been received?

[]

11. Obtain the employee’s resume/CV.

12. Submit IPA Package to CPD/Title 5 Staffing and Accountability Unit,
in the following order:

1.

ukwnN

IPA Checklist

IPA Financial Processing Cover Sheet
HHS-69 IPA Agreement form
Resume/CV

Travel Worksheet, if applicable

*Note — IPA packages must be approved prior to the assignee’s start date.
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https://policymanual.nih.gov/2300-334-1#:%7E:text=A%20Federal%20employee%20may,to%20benefit%20both%20parties.
https://policymanual.nih.gov/2300-334-1#:%7E:text=A%20Federal%20employee%20may,to%20benefit%20both%20parties.
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