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U.S. Department of Housing and Urban Development 

Request for Consultant/Expert

	 □  Consultant’s Name

 □  Expert’s Name

        (check one)


	Office
	Type of Request

	
	
	□ Appointment
	□  Extension
	□ Reappointment

	
	
	□ Temporary
	□ Intermittent
	

	Salary Requested
	Length of Appointment Requested
	For Extensions: Number of Days worked since Original Appointment or Last Extension


	Dates:

From

To

	
	□ daily
	
	
	

	
	□ hourly
	
	
	


Justification and Work Statement for Consultant/Expert Appointment.  This statement must clearly show:

(a) a justification for services, including a statement of need due to the unavailability or lack of staff capability to effectively perform needed services;

(b) certification that services do not unnecessarily duplicate any previously performed work or services;

(c) a detailed description of the work or service to be performed i.e. specific statement of task assignments, projects, reports, etc., the consultant/expert will be expected to accomplish during employment; and 

(d) the anticipated duration of the need for the service, including the start and end dates for service or project.

Justification for Extension of Consultant/Expert Appointment.  Justification must include the following:

(a) a detailed description of the consultant’s work progress and accomplishments since his/her appointment or last extension;

(b) a detailed description of the task assignments to be completed during the requested extension period;

(c) certification that the assignments to be performed relate solely to the work situation initially approved;

(d) the anticipated duration of the need for the service; and

(e) certification that the appointment continues to meet appropriate regulations, statutory requirements and the Department’s policies on consultants and experts.


Signature of Secretarial Officer





Date


Attachments:
Standard Form 52, Request for Personnel Action



Resume (Appointment request only)


Current income documentation (Appointment request only)
____________________________________________________________________________________________________________
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