
From the NIH Director 

The 21st century is a time of rapid growth and change, and we continue to generate new knowledge just 
waiting to be applied to health. Our ability to understand the science of health as a result of investments 
in biomedical research will fundamentally alter the way we detect, treat, and most importantly, prevent 
disease. 

The National Institutes of Health (NIH), the nation’s medical research agency, has been a driving force 
behind these advances for many decades. NIH is the largest source of funding for medical research in the 
world, creating hundreds of thousands of high-quality jobs as we fund thousands of scientists in 
universities and research institutions in every State across America and around the world. The results of 
this investment are tangible. We have vaccines to protect us from cervical cancer, flu, shingles, and 
meningitis. Children diagnosed with leukemia now have a 90 percent chance of survival. Heart disease 
and stroke are on the decline, thanks to effective medicines and lifestyle changes. 

The gains are impressive, but we face new challenges. America is getting older, and chronic diseases 
consume the vast majority of our health care dollars. Rising rates of obesity, diabetes, and Alzheimer’s 
disease threaten to reverse hard-fought longevity gains earned from our past medical research 
investment. Health disparities, a complex blend of genetics, the environment, individual behavior, and 
socioeconomics, remain a vexing problem that limits the reach of science discoveries to all Americans. 

What’s more, expansive and routine global travel and communication have flattened our world, making 
it necessary to think without borders when it comes to our nation’s health. Emerging and re-emerging 
infectious diseases, as well as the threat of bioterrorism, require constant vigilance. With the help of the 
best scientific minds, NIH is meeting these challenges head-on. 

Thirty years from now, we will look back and be amazed that we can regenerate lost or injured body 
parts, that we can tailor health outcomes with individualized prescriptions, that we can eliminate 
preventable deaths from lung diseases caused by smoking, that we can prevent Alzheimer’s, Parkinson’s, 
and other brain diseases that rob us of family and friends. To get there, we must meet today’s tough 
problems with creativity and diligence. 

This is a remarkable time of discovery, and the opportunities in science and medicine are at once exciting 
and urgent. We are on the way to discovering new ways to cure disease, alleviating suffering, and 
preventing illness. By bringing the best science to the people who need it most, NIH is empowering 
Americans to embrace healthy living through informed decision-making. Job number-one for me is to be 
sure NIH can continue to make significant, lasting contributions to public health. This effort will change 
forever the health of ourselves, our families, our country, and the world. 

Francis S. Collins, M.D., Ph.D. 

Director, NIH 
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Welcome to the Division of Intramural Research of the Eunice 
Kennedy Shriver National Institute of Child Health and Human 
Development at the National Institutes of Health. I am pleased that you 
have decided to join our team and hope your experience with us is both 
stimulating and rewarding. 
 
The mission of the Division of Intramural Research (DIR) is to plan 
and conduct the Institute’s laboratory and clinical research programs to 
seek fundamental knowledge about the nature and behavior of living 
systems through basic, clinical, and population-based research. We 

further seek to apply this knowledge to understand the developmental origins of health and 
disease and to help ensure that children are born healthy and develop to live healthy and 
productive live, as well as that women and men have good reproductive health. We at NICHD 
study the biology of development and examine events from conception through senescence at 
the molecular, physical/chemical, genetic, and behavioral level in cells, tissues/organs and 
organisms. This is done in an attempt to understand the biological processes of normal and 
pathological development in human beings. As a new member of the Institute, your role is 
critical to the NICHD DIR mission. 
 
The provided orientation material is designed to serve as an introduction to the Institute and 
provide resources that will help you make the transition into your new role a smooth one. If 
you have any questions along the way, feel free to contact your Principal Investigator, 
Associate Scientific Director, Division Secretary, or Administrative Officer.  
 
Sincerely yours, 
 

 
Mary C. Dasso, Ph.D. 
Acting Scientific Director 
Eunice Kennedy Shriver National Institute of  
Child Health and Human Development 
National Institutes of Health 





Important Numbers & Websites 
Foundation for the Advanced Education in the Sciences (FAES) 

Building 10 (South Side), Room 1N241, near Masur Auditorium 
Phone: (301) 496-8063 

 Insurance 
https://faes.org/content/health-insurance-service 

 Training 
https://faes.org/ap 
 

Fellows Committee (FELCOM) 
https://www.training.nih.gov/felcom 
 

ID Badge Office 
Building 31, Room 1B03 
Phone: (301) 451-9381 
DPSAC Helpdesk: (301) 402-9755 
e-QIP Helpdesk: (301) 496-1294 
https://www.ors.od.nih.gov/ser/dpsac/Pages/Home.aspx 
 

NICHD  
 Homepage 

http://nichd.nih.gov 
 Office of Education 

https://fellows.nichd.nih.gov 
 Orientation Wiki 

https://science.nichd.nih.gov/confluence/display/amb/NICHD+Orientation 
 
NIH 
 Campus Map 

https://www.ors.od.nih.gov/maps 

 Homepage 
http://www.nih.gov 

 Intramural Research Sourcebook 
https://oir.nih.gov/sourcebook 

 Intranet 
employees.nih.gov 

  



 Shuttle 
https://www.ors.od.nih.gov/pes/dats/NIHShuttleServices/Pages/shuttle.aspx 

 Work-Life 
https://hr.nih.gov/working-nih/work-life 
 

NIH Federal Credit Union 
Building 31, Room 1A08 
Bldg. 10 (Clinical Center), Room B1-C25  
Executive Plaza South, Room T-43 
Phone: (301) 718-0208  
https://www.nihfcu.org/ 

 
Occupational Medical Services (OMS) 

Building 10, Room 6C306 
Phone: (301) 496-4411 
https://www.ors.od.nih.gov/sr/dohs/Pages/default.aspx  

Parking Office  
Building 31, Room B3B04 
Phone: (301) 496-5050  
https://www.ors.od.nih.gov/pes/dats/parking/Pages/parking_info.aspx 
 

Transhare Office  
Building 31, Room 1A11, next to NIH Federal Credit Union  
Phone: (301) 496-5050 
http://www.ors.od.nih.gov/pes/dats/transhare/Pages/transhare.aspx 

 
Training:  
 NIH Training Center 

https://trainingcenter.nih.gov 
 Learning Management System (LMS) Portal 

https://lms.learning.hhs.gov  
 Mandatory Security & Information Management Courses 

https://irtsectraining.nih.gov/ (with NIH 10 digit HHS ID #) 
https://irtsectraining.nih.gov/public.aspx  (public access) 

 



Life safety is a priority

NiCHD  
emergency preparedness and response 

Version 3.0

safety first…
1)  Learn about NICHD’s emergency plans. 

http://insider.nichd.nih.gov/safetysite

2)  Know the exit routes and evacuation plans for  
your building. 

3)  Know the location of fire extinguishers and  
medical kits.

4)  Make a list of important phone numbers. Keep a 
printed list at your desk and near other telephones.

5) Gather personal emergency supplies in a desk 
drawer. Store a flashlight, walking shoes, water 
bottle, and nonperishable food.

6)  To report an emergency, call 911 (on campus) or 
 9-911 (off campus).

emergency events Can Happen at 
any time. Do you Know What to Do? 

Deciding to Go or to Stay
1)  Gather information. Gather as much information 

as possible about the emergency using NICHD and 
NIH information sources, and public radio and 
television.

2)  Listen for instructions. Watch and listen for official 
instructions on whether to stay or go (check e-mail,  
audio alerts, phone calls, fire alarms, or verbal  
announcements).

3)  Follow instructions. If official instructions are  
provided, immediately follow them. 

4) Use your best judgment. In the absence of official  
instructions, make your decision on whether to go  
or stay. 

Deciding to Go = Evacuation 
A wide variety of emergencies, both man-made and 
natural, may require all or parts of NICHD facilities to 
be evacuated. In the event of immediate or suspected 
danger, you may be asked to promptly evacuate.

Building Evacuation 
During an emergency building evacuation, stay calm 
and follow the instructions below:

1)  Backup electronic files. If time allows, save 
electronic files to the network and turn off  
your computer. 

2)  Close all doors and windows but DO NOT lock. 

3)  Proceed to stairways in an orderly manner. Hold 
handrails and walk down the stairs. If you are 
unable to use the stairs, wait in the area of refuge 
for fire and rescue personnel or termination of the 
emergency. Each building has designated Aides to 
Individuals with Disabilities to provide assistance. 
Assist people with special needs. 

4)  DO NOT use the elevators unless instructed by fire 
or law enforcement personnel. If necessary,  
crawl under the smoke to breathe cleaner air. 

5)  Vacate the building. Immediately vacate the 
building as directed by the occupant evacuation 
team members and proceed to the assembly area. 

6)  Monitor the situation. Prepare to move further away 
from the building in case the incident expands. 

7) DO NOT re-enter the building until instructed. 
Remain in your assembly area until the Occupant 
Emergency Coordinator or fire/law enforcement 
officials communicates the “all clear” to re-enter.

NIH Campus Evacuation 
In the event that several buildings or the entire NIH 
campus should be evacuated, employees will be 
directed to leave the campus by the nearest exit. The 
following link provides a listing of evacuation exits: 
http://ser.ors.od.nih.gov/evacplan.htm

https://insider.nichd.nih.gov/services/safetysite/Pages/default.aspx
http://www.ors.od.nih.gov/maps/evac/Pages/Campus-Evacuation-Map.aspx
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think safety–act safely

Deciding to Stay = Shelter-in-Place
In some emergencies, it is safer to stay inside your 
building. Should an emergency event occur during 
working hours, employees may be advised to shelter-
in-place. The term “shelter-in-place” means selecting a 
small, interior room, with no or few windows, and taking 
refuge there until an all-clear signal has been issued.

Shelter-in-Place
During a shelter-in-place event, stay calm and follow  
the instructions below:

1)  Back up electronic files. If time allows, save 
electronic files to the network and turn off  
your computer. 

2)  Seek shelter. If you are outdoors, immediately go  
inside the closest building.

3) Do not attempt to leave the building or campus to 
pick up children or other family members.

4) Close all windows and doors but DO NOT lock.

5) Listen for instructions on where to shelter. If 
instructed to shelter at your desk, stay in place. If 
instructed to go to a pre-determined sheltering area, 
go immediately. 

6)  Monitor the situation. Be on alert for further  
instructions.

7)  Minimize telephone use, including personal cell 
phones, unless you have an emergency in your  
shelter. This leaves the phones available for 
emergencies.

8) DO NOT leave the shelter area until instructed. 
Remain in your shelter location until the Occupant 
Emergency Coordinator or fire/law enforcement 
officials communicate the “all-clear” to leave.

Closure of NIH Facilities 
Before the Workday Begins 

If a weather-related or other emergency arises before the 
workday begins, the Office of Personnel Management 
(OPM) will provide an announcement regarding the 
operating status of the Federal Government to the media 
as early as possible. As soon as the status is determined, 
it will also be posted on the OPM web site:  
http://www.opm.gov/status/index.aspx

OPM’s Office of Communications also provides a  
recorded message on 202-606-1900. 

Closure of NIH Facilities During the Workday 

If severe weather conditions or other emergencies 
arise during the workday, OPM may authorize an 
early dismissal. If it becomes necessary to dismiss 
staff during the workday, the NIH Office of Human 
Resources (OHR) will notify staff of the decision as soon 
as possible. Staff members are not to rely on media 
announcements alone for early dismissal. 

Keeping Informed 
Have a battery-operated radio tuned to a local all-news 
or talk-radio station, such as:

1)  NIH emergency radio station 1660 AM

2) WTOP 107.7 FM or WTOP 1500 AM

important telephone Numbers: 
NIH Emergency Telephone Numbers

Police-Fire-Rescue-HAZMAT (on campus) ...........................911

Police-Fire-Rescue-HAZMAT (off campus) ....................... 9-911

Emergency Communications Center ....................301-496-5685

Emergency Maintenance Services ........................ 301-435-8000

NIH Non-Emergency Telephone Numbers

Fire Department ........................................................ 301-496-2372

Police Department ....................................................301-496-2387

Security & Emergency Response Services ...........301-496-6893

Division of Emergency Preparedness  
& Coordination ......................................................... 301-496-1985

Division of Occupational Health & Safety ...........301-496-2960

Division of Physical Security Management ......... 301-496-9109

http://www.opm.gov/policy-data-oversight/snow-dismissal-procedures/current-status/


Division of Intramural Research 
Orientation Fact Sheet 
General Information: 
 
Benefits: Civil Service employees who have questions regarding health insurance, life 

insurance, retirement or pay should contact the Human Resources Benefits 
Office at (301) 402-6516. Fellows, guest researchers or volunteers who have 
questions on health insurance should contact their Administrative Officer.  

 
Identification Card: All employees, fellows, guest researchers, volunteers and contractors are 

required to have a NIH identification card. The Administrative Office will ensure 
your profile is established and approved in the NIH Employee Directory (NED), 
in order to obtain your identification card from NIH ID Office when you arrive at 
the NIH campus to begin your appointment. 

 
 Your Administrative Officer will provide more detailed information on how to 

obtain your badge.  
 
 Contact your Lab/Branch Secretary for ID renewals or, if your card should be 

lost, stolen or broken. 
 
Important Contacts: The Lab/Branch Secretary, Timekeeper, Purchasing Agent and 

Administrative Officer are people who will assist you with administrative matters. 
 
Injuries at Work: If you are in an accident, injured at work, or exposed to hazardous materials, you 

must immediately report to your supervisor and then report to the Occupational 
Medical Service located in Building 10, 6th Floor Clinic (301-496-4411). If you are 
injured on a weekend, holiday or after work hours, report to Suburban Hospital. 

 
Leave: Civil Service employees and Commissioned Officers are entitled to earn 

annual leave (vacation) and sick leave. See your timekeeper for details. Leave 
for fellows needs to be discussed with your sponsor. 

 
 



 
Library Card: Access is given through NED and is coded on your NIH ID card. 
 
Manuscripts: All manuscripts and abstracts must be cleared through the Scientific 

Director prior to submission. Contact your Section Head or Lab/Branch 
Secretary for assistance with the MTRAC system.  

 
Parking: All vehicles using NIH parking facilities on the NIH campus must display a 

valid parking permit. Parking permits can be obtained from the NIH 
Parking Office, Building 31, Room 1A11. You must have your current 
vehicle registration card and driver’s license at the time of processing.  

 
Press Inquiries: If you receive an inquiry from the press, television, or anyone from Congress, 

take his or her name and telephone number and call the NICHD Office of 
Communication (OC) at (301) 496-5133. DO NOT PROVIDE ANY 
INFORMATION WITHOUT FIRST CONTACTING PIC.  

 
Procurement: To place an order for goods and services, the order must be entered into the 

POTS system and submitted to the Purchasing Agent through the Section 
Head. The enclosed brochure, Requesting Goods and Services at NIH, 
contains a reference guide on the exact procedures to be followed when 
ordering goods or services. THE PURCHASING AGENT IS THE ONLY 
PERSON AUTHORIZED TO PLACE AN ORDER TO OBLIGATE 
FEDERAL FUNDS UNLESS YOU ARE AN APPROVED IMPAC 
CARD HOLDER. DO NOT PLACE AN ORDER FOR GOODS AND 
SERVICES YOURSELF. IF YOU DO, IT IS CONSIDERED 
“UNAUTHORIZED” AND YOU WILL BE LIABLE FOR PAYMENT.  

 
Training: Training is available at government expense for work-related courses. If you 

are interested in training, see your Section Head or Administrative Officer to 
determine your eligibility. The Lab/Branch Secretary will complete the forms 
and forward them for approval. Never pay for a training class yourself 
or you will be personally liable for the cost.  

 
Travel: If you anticipate traveling to a meeting/conference, please contact your Lab/

Branch Secretary as soon as you know about the meeting/conference for 
guidance and governmental rules and regulations. DO NOT PAY FOR 
REGISTRATION FEES OR AIRFARE WITH PERSONAL FUNDS. All 
registration fees will be paid by your Purchasing Agent via his or her 
Government Purchase Card. See your Lab/Branch Secretary for guidance on 
these procedures. You must use the NIH Travel Management 
Contractor Agent for all lodging and airfare.  

 



ETHICAL AND REGULATORY ISSUES 
 

 
Conduct of Research: NIH policy requires that all primary data (notebooks, gel, photo-

graphs, etc.) be retained at the laboratory of origin for the active life of 
the project or at least 5 years. Investigators leaving NIH may copy, if 
necessary, but must leave the original in the laboratory. Refer to the bro-
chure Guidelines for the Conduct of Research in the Intramural Re-
search Program at NIH for additional information. 

Inventions: Should you develop something that appears to have a commercial value, 
it belongs to the government unless the government waives rights. A sig-
nificant portion of any royalties will go to the inventor. You should file 
an Invention Report, form PHS 6364. 

Material Transfer: When there is a transfer of proprietary items or information be-
tween NIH and an outside party (university, drug company), you must 
prepare a Material Transfer Agreement (MTA). This agreement defines 
the terms and conditions under which the recipients of materials (e.g. 
cell lines, clones, antibodies), provided by either source, may use the 
materials. For more detailed information see your Section Head or con-
tact Alan Hubbs at (240) 276-5530 or email at hubbsa@mail.nih.gov. 

Outside Work Activities: Advance administrative approval is required for any out-
side work or activity, whether or not you receive compensation and 
whether or not the activity is related to your official duties. These in-
clude, but are not limited to: teaching, lecturing, or speech making; 
professional and consultative services with outside organizations; pri-
vate medical and dental practice, consultative series relating to patient 
car; service on boards or committees; writing, editing, or publishing; 
and holding office in professional organizations or societies. Submit the 
request online as soon as possible, but no later than 8 weeks prior to the 
proposed start date. Even if plans are not final, submit the request as 
early as possible as late requests will not be approved. DO NOT perform 
an activity, or commit yourself to perform an activity, until approval has 
been secured. If you anticipate outside work, consult with your Section 
Head or Administrative Officer for additional information.  Forms and 
instructions are at https://ethics.od.nih.gov/topics/outside.htm. 

Research on Animals:   The Research Animal Management Branch (RAMB) provides animal research 
support services to NICHD investigators. Information sheets which provide general 
information on RAMB will be provided. For further information, contact Dr. Joseph 
Schech, Chief Veterinarian at (301) 496-9733. Training courses on the proper manage-
ment of research animals is mandatory for individuals authorized to conduct proce-
dures involving animals under Animal Study Proposals (ASP), 



 

 

 

 

We welcome any suggestions for additional information to be provided. Please call 
your Administrative Officer if there are any topics that were not covered and 
would be beneficial to others in the future. 

commonly referred to as animal protocols. This course is offered periodically. 
Contact (301) 496-5424 for course schedule or to register. This class is also 
available online. For more information go to: https://science.nichd.nih.gov/
confluence/display/ramb/Training+Courses 

Research on Human Subjects:   Any research involving human tissue of any sort, in-

cluding genetic material, cells or blood, or that involves interaction 
with human subjects, is subject to Federal regulations and NIH review. 
Contact the Clinical Director’s office at (301) 496-8368 for more infor-
mation on how to obtain clearance. 

Approval is needed and there is a form for almost EVE-
RYTHING!! 



NIH MANDATORY TRAINING

ALL STAFF
All NIH staff is required to take the following training courses

STEP 1: Must Be Completed to Receive NIH Badge & Computer Access
Course Link Access
NIH Information Security Awareness for New 
Hires http://irtsectraining.nih.gov NED ID

Information Management for New Hires: Includes 
Privacy Awareness & Records Management http://irtsectraining.nih.gov NED ID

STEP 2: To Be Completed After Receiving NIH Badge
Course Link Access

New Employee Ethics Orientation FTEs Use: https://ethics.od.nih.gov/newempintro.htm
Non-FTEs Use: https://ethics.od.nih.gov/training/aet.htm Badge

NIH Online Technology Transfer
(00159357, Version: 2.0) http://lms.learning.hhs.gov Badge

HHS Disability Cultural Awareness Training 
(00026834,Version:1) http://lms.learning.hhs.gov Badge

NIH Anti-Harassment Training (No Fear/Posh)
(NIH EDI 100) http://lms.learning.hhs.gov Badge

HHA Section 508 Training - Phase I
(00009629,Version:1.1) http://lms.learning.hhs.gov Badge

NIH Environmental Management System (NEMS) 
Awareness Training (00038589, 2.0) http://lms.learning.hhs.gov Badge

POSITION SPECIFIC

Mandatory for All Scientific Staff
Course Link Access

Introduction to Laboratory Safety https://www.safetytraining.nih.gov/ NED ID

NIH Research Ethics Training (Introduction to the 
Responsible Conduct of Research) http://researchethics.od.nih.gov NED ID

NIH Laboratory Safety Training 101 https://www.safetytraining.nih.gov/ NED ID

Mandatory for All Staff with Patient Contact
Course Link Access
Protection Of Human Research Subjects  (Link under 
Required Training: HRPP Training (Password Required) CITI 
Program Training Link )

https://irbo.nih.gov/confluence/display/IRBO/Training+and+Educati
on Badge

Universal Precautions http://lms.learning.hhs.gov Badge

Clinical Research Training https://ocr.od.nih.gov/clinical_research_training.html NED ID

CPR (valid CPR certificate required) https://www.ors.od.nih.gov/sr/dohs/safety/Training/Pages/aedlocati
ons.aspx NED ID

After completeing the training above, review the lists below to identify which courses are required for your position. Your position may require 
additional training not listed below. Speak with your supervisor to determine which courses apply to your research. 
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NIH MANDATORY TRAINING
Mandatory for All Staff Working with Human Blood or Other Potentially Infectious Material
Course Link Access
Working Safely with HIV and Other Bloodborne 
Pathogens https://www.safetytraining.nih.gov/ NED ID

Blood-Borne Pathogen Refresher Course https://www.safetytraining.nih.gov/ NED ID

Mandatory for All Staff Working With or Around Radioactive Sources
Course Link Access

Radiation Safety Course You MUST register (or re-register) with DRS to receive an 
e-mail link to the training modules you need to complete. NED ID

Mandatory for All Staff Working with Animals
Course Link Access

Using Animals in NIH Intramural Research https://oacu.oir.nih.gov/nih-scientists-using-animals NED ID

Animal Exposure Program https://oacu.oir.nih.gov/nih-scientists-using-animals Badge

Working Safely With Non-Human Primates 
(Required for all personnel working with non-human 
primates (NHP))

Consult your IC Animal Program Director or your OACU 
for information on presentation dates. Badge
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APPROPRIATE LABORATORY ATTIRE GUIDANCE 
DIR, NICHD 
(Orig. 12.16.19) 

 
The purpose of this policy is to set forth expectations regarding work attire. While 
it is recognized that in some organizations, the allowance of casual business dress 
may promote a more comfortable work environment, and therefore increase 
morale, it is equally important that the work attire must sustain a professional 
image. 
 
The Intramural Program is a professional business organization that provides 
high-quality services to our customers. Who are our customers? They are both 
internal and external to include NIH employees, managers, members of 
Congress, other Federal employees, the scientific community, and the general 
public. 
 
As new staff onboard into the intramural program and as seasons change, it is 
important for all staff to know and be reminded of this policy regarding 
professional attire in the office as well as safety within the labs. Professionalism is 
multifaceted and is measured in terms of capability, knowledge, responsiveness, 
commitment, organization, reputation, our demeanor, the way we treat people, 
and the way we present ourselves. To the degree these attributes come together 
in proper balance, an organization enjoys success and tends to thrive. 
 
Sound judgment in our decisions relating to how we present ourselves, in attitude, 
in behavior, and in performance is critical to our success as an organization. 
Personal appearance is a matter of judgment based on a number of variables 
such as individual taste, finances, and the desired impression we wish to leave 
with those with whom we make contact. 
 
Each member of this organization should apply good common sense and 
professional judgment in combining personal desires in appearance with our 
function of providing professional human resource services to our customers. 
Certain types of dress are manufactured for the purpose of casual and leisure 
activities and are not considered appropriate attire for the intramural work culture.   
 
In the laboratory setting, it is important for safety reasons to wear clothing that 
protects your skin in case of spills, splashes or burns; especially for your legs and 
feet. Do not wear shorts/skirts or any attire that does not cover your legs/ankles. 
Do not wear open-toed shoes, flip-flops, or sandals. It is an NIH requirement to 
wear a lab coat when performing any laboratory operation and to wear lab gloves 
and safety goggles as appropriate. 









 

 
 

 

NICHD ORIENTATION 
RESEARCH GUIDELINES 

AMB, NICHD 

 

NIH RESEARCH GUIDELINES 
The following websites will take you to helpful information about performing your research tasks at 
the National Institutes of Health. You are strongly encouraged to review the following websites:  

 

“A Guide to Training and Mentoring in the 
Intramural Research Program at NIH” 

http://oir.nih.gov/sourcebook/mentoring-
training/guide-training-mentoring  

 

 

 

“Guidelines and Policies for the Conduct of 
Research in the Intramural Research Program 
at NIH” 

https://oir.nih.gov/sourcebook/ethical-
conduct/research-ethics 

 

 

 

“Guidelines for Scientific Record 
Keeping in the Intramural 
Research Program at the NIH” 
https://oir.nih.gov/sourcebook/ethical-
conduct/research-ethics 

http://oir.nih.gov/sourcebook/mentoring-training/guide-training-mentoring
http://oir.nih.gov/sourcebook/mentoring-training/guide-training-mentoring
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Property Management Fact Sheet 
NOTE: Numerous laws and regulations protect the use, care and control of all Government property. 

Property with a unit cost of $5,000 or more, as well as all sensitive and pilferable property, regardless of 

cost (such as personal computers, TV monitors, VCRs, balances, cameras and telephone answering 

machines ) are subject to special controls and procedures. This fact sheet is designed to help you 

understand what those special controls and procedures are so you can comply with them. Any questions 

you may have should be discussed with your organization’s Property Custodial Officer (PCO). Check with 

your Administrative Officer if you do not know the name of your PCO. 

1. PROPERTY MANAGEMENT PORTAL 

• Accept property in the property management portal as soon as possible https://npmp.nih.gov  

2. DECALING NEW PROPERTY 

• NIH Purchases – New items should be decaled by your POC immediately upon receipt. Un-decaled, new 

property should NOT be left sitting in boxes. Report property items not decaled within three (3) days after 

receipt to the PCO for appropriate action. 

• Property Fabricated or Manufactured at NIH or Furnished by a Construction Contractor – This 

typically results from a renovation project in your area. Report newly installed items to your PCO so items can 

be decaled immediately. 

• Gifts – Gifts of property result in ownership vesting in NIH – not the NIH employee. Report these items to 

your POC so items can be decaled immediately. 

3. REPORTING LOST OR STOLEN PROPERTY 

• To NIH Police – Reports must be phoned in to the NIH Police immediately at (301)496-5685. Off-campus 

activities must also notify their local law enforcement officials. The loss must be reported by the PCO to the 

Personal Property Branch on NIH Form 254, “Report of Loss or Damage to Property.” 

• Confidential Reports – Employees wishing to report situations which may ultimately impact negatively on 

any property management matter, including the control, care of disposition of NIH equipment, may provide 

any relevant information anonymously by calling the NIH Personal Property Branch at (301) 496- 5712. 

4. TRANSFERING PROPERTY TO ANOTHER NIH ACTIVITY, 
INCLUDING ANOTHER PROGRAM AREA WITH YOUR IC 

• Non-permanent Arrangement – This is for a short-term reassignment (30 days or less) when return of 

the property is anticipated. Requires a completed NIH Form 368, “Property Pass” signed by your PCO (online 

in PMIS). 
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 • Permanent Transfer – Requires a completed NIH Form 649 “Report of Property Transfer” (on-line in 

PMIS). 

• The approval of the Property Management Offices and the ICD Executive Officer is required for the transfer of 

property to a Federal, State or other agency. 

5. TAKING PROPERTY HOME (for official use related to a Government function only –personal use 
is NOT authorized) 

• For up to 5 years – requires a completed NIH for 368, “Property Pass,” signed by the ICD PCO. 

6. SURPLUSING UNSERVICEABLE OR UN-REQUIRED PROPERTY 

• Property including furniture and non-accountable items should NOT be thrown away. All unserviceable or 

unrequired property must be reported for disposition to the NIH Property Utilization Disposal Section, using 

NIH form 649, “Report of Property Transfer.” The NIH Form 2683, “Certificate that Property is Free from 

Hazards,” is also required if the property was used in a laboratory or clinical area. 

• Property should not be declared excess for the purposes of removal or transfer from NIH. 

• All excess property will be screened for a minimum of three (3) days before reporting to GSA as surplus. 

7. LOANING PROPERTY 

• To individuals – Must be documented and approved on NIH Form 2489 “Personal Property Loan Record.” 

Period of loan is limited to six (6) months, but may be renewed. 

• To U.S. Non-Federal Institutions – Must be documented and approved on NIH Form 2489, “Personal 

Property Loan Record.” Period of loan is limited to twelve (12) months, but the loan can be renewed. 

• To Other U.S. Government Agencies – Must be documented and approved on NIH Form 2489, 

“Personal Property Loan Record” for a period of time not to exceed three (3) years. 

• To Foreign Entities or Individuals – Must be documented and approved on NIH Form 2489 “Personal 

Property Loan Record.” Period of loan is limited to twelve (12) months, but the loan can be renewed. 

8. DONATING PROPERTY/BOOK SURPLUS 

• Within the US – No NIH Program is authorized to donate property/books/supplies to any domestic 

research facility, school or other entity or individual. Only the General Service Administration has this 

authority. There may be alternative ways to meet your needs. Check with your PCO or call the Personal 

Property Branch at (301) 496-5712. 

• To Foreign Entities or Individuals– NIH has special authority under the law to donate property/books/

supplies to foreign entities when beneficial to the US and NIH missions. Approvals must be documented on 

NIH Form 2489, “Personal Property Loan Record.” THIS ACTION REQUIRES HIGH LEVEL IC 

RECOMMENDATION/APPROVAL of the OD, OIR and NIH PCO. Check with your PCO or call the NIH 

Personal Property Branch at (301) 496-5712. 

9. MAKING PROPERTY FROM LABORATORY AND CLINICAL AREAS 
SAFE FOR MOVEMENT OR TRANSFER 

• All such property must be decontaminated and certified safe before being moved. NIH Form 2683, 

“Certification that Property is Free from Hazards,” must be used for this purpose. Instruction and 

Information Memorandum DL 91-3 is available for specific guidance. Check with your PCO. 

Page 2 of 3 



 

 10. Having Property Repaired 

• Local (when the repair is to be done by a repair person taking the property with him/her) – Requires a 

completed NIH Form 368, “Property Pass” signed by the AO and PCO. 

• Shipped Out for Repair– In addition to the Property Pass, NIH Form 1884, “Request for Shipment,” is 

required. 

11. Borrowing Property for Evaluation/Testing Purposes 

• From Commercial Vendors or Other Non-Governmental Entities – Requires a completed NIH 

Form 2179, “Agreement for the Loan of Property to NIH.” 

• From Other Government Agencies– Requires a completed NIH Form 2179, “Agreement for the Loan of 

Property to NIH,” as well as documentation required by the lending agency, such as an Inter/Intra- Agency 

Agreement. 

12. Trading-In (Exchange) of Property for New Property Purchases 

• A trade-in must be for the same type of equipment and must be approved by the NIH Personal Property 

Branch using NIH Form 1872, “Report of Action and Disposal of Replacement Property.” Trade-ins are 

encouraged as a cost-saving technique when acquiring new property. 

13. Scrapping Property or Cannibalizing it for Parts 

• Scrapping (this is NOT authorized) – All un-required or unserviceable property must be turned in to the 

NIH property Utilization and Disposal Section. Use NIH Form 649, “Report of Property Transfer.” 

• Cannibalization (this must be approved by the Chief, NIH Personal Property Branch)– Requests for 

cannibalization must be provided to the Personal Property Branch using NIH Form 2741, “Request to 

Cannibalize Personal Property,” PRIOR to cannibalizing. 

14. Providing Property to NIH R&D Contractors and Grantees 

• Government-Owned Property – Transfer of property to an organization for use under an NIH contract or 

Grant must be approved by the NIH/ICD Contracting of Grants Management Officer. Approval documents 

are prepared by the Property Administrator located in the Personal Property Branch. 

15. Clearing Separating Personnel 

• NIH Employees – Information on Property assigned to an employee is available from the NIH Property 

Management Information System (PMIS) through the PCO. Clearance requires a completed HHS Form 419, 

“Clearance of Personnel for Separation or Transfer,” or equivalent ICD form. 

• Visiting Scientists, Guest Researchers and Others– These staff may not take property with them 

without securing necessary approvals. See Loaning Property. 

16. Abandoning Property 

• An obsolete, damaged, broken, or otherwise unrequired property must be reported on the NIH 649 for 

disposal action. 

• Property shall not be moved to the halls, entrances, elevator areas or stairways. Coordinate with your Building 

Manager and PCO before moving to temporary storage. Failure to comply may result in disciplinary action. 
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Travel Guidelines 
NEVER USE PERSONAL FUNDS FOR GOVERNMENT TRAVEL! 

Do not purchase you own airfare for official government travel on any travel website, i.e. 

Expedia, Travelocity, Booking.com, etc. All airfare & lodging reservations must be secured 

through Omega World Travel. Speak with your Lab admin for assistance in making 

reservations. 
 

TRAVEL REQUESTS All travel requests must be entered in the NICHD Travel 

Approval System at least 4-7 months in advance. As soon as you begin to consider a trip, 

provide your Lab admin with the following: 1) name of conference/meeting; 2) trip purpose & 

justification; 3) how attendance benefits the  traveler & NIH. 

NOTE: If it is a multi-leg trip, each segment of the trip must be entered & pre-approved (e.g. 

Program travel in conjunction with a Conference attendance). 
 

REGISTRATION FEES Once a conference travel has been contingently approved 

registration fees must be paid via Purchasing Online Tracking System (POTS). Ask your Lab 

admin for assistance creating POTS order. 
 

ABSTRACT FEES Abstract fees must be entered into POTS for payment. Abstract 

deadlines are so far in advance, conference attendance approval is not required when entering 

fees for payment. 
 

BIOTECH & PHARMA Sponsored travel by Biotech & Pharmaceutical  companies is 

prohibited. 
 

IF YOU DON’T KNOW, ASK YOUR AO Understanding Federal rules and 

regulations can feel like a full-time job. Luckily your Lab Admins and AOs are here to help. 

When in doubt, reach out!  





Procurement 
Procurement (or acquisition) is the process of securing goods & services required by the 

government in an economical manner. All procurement must be in compliance with the law, 

and other legal and administrative requirements. 
 

NEVER SPEND YOUR OWN MONEY ON LAB SUPPLIES OR SERVICES 

Steps to procuring goods or services: 

1.  Provide labs designated Purchasing Online Tracking System (POTS) requester with the 

list of item(s)  or services 

2. Labs POTS requester enters order into POTS where it then goes through the following 

approval process: 

   Principle Investigator (PI) approves POTS order 

   AO approves POTS order 

   POTS order is assigned to an NICHD Purchasing Agent 

   Purchasing Agent places order 

3.   Items are received by the lab &  the lab recipient MUST  notify& provide  the POTS 

requester receipt/ packing slip 

4.   Lab member enters receiving into POTS & the vendor is paid 
 

NEVER TELL A VENDOR TO SHIP ITEMS BEFORE A POTS ORDER IS 

ENTERED & APPROVED 

PI permission is required BEFORE every POTS order is placed to avoid any Unauthorized 

Commitment of funds. An  individual responsible for an Unauthorized Commitment may be 

held legally & financially liable. 





 

NON-NIH TRAINING 
COURSES  

      Interested in FAES Academic Programs at NIH ? 

VISIT WWW.FAES.ORG/AP FOR INFORMATION ON TUITION, CLASS TIMES, AND LOCATION  

HOW TO ENROLL FOR A COURSE: 

CREATE AN ACCOUNT: Register for an online student account by visiting WWW.FAES.ORG/AP. 

REGISTER: Talk to your supervisor for enrollment approval to enroll. Students sponsored by NIH labs 

must enroll themselves for the course online while waiting for the authorization of payment. Receiving 

institutional approval for payment does NOT constitute enrollment in FAES courses.  

PAYMENT: FAES expects payment by the start date of classes from NIH. This payment requires a two-

part process.  

 1.  Complete the SF-182 TRAINING FORM. The course will be paid with a SF-182 Government 

Training Voucher.  

Note: Not all fields in Section A on the form such as personal information are required, so contact 

your Lab Admin or AO for questions or guidance on the completing this form.  

 2. Submit a POTS order. Speak to your Lab Admin or AO for submitting a purchase order for 

payment via the Purchasing Online Tracking System (POTS).  

EMAIL FAES: Please email FEAS for permission to be kept in the class while your institute needs time 

to process the request for training funds.  

FAES Offers Graduate Courses, Workshops and Conferences 





ORIENTATION FOR NICHD 
POSTDOCTORAL FELLOWS AND 

GRADUATE STUDENTS
Email Dr. Yvette Pittman (yvette.pittman@nih.gov) to 
schedule your 30-minute orientation session with the 
Office of Education (Bldg. 31, Room 1B44)

Congratulations on your new fellowship position! The NICHD Office of Education has a 
lot to offer you—all to enhance your training experience. Your orientation session with 
us will highlight our career services, scientific resources and professional development 
workshops on public speaking, grant writing, college teaching, and more.

More resources can be found at fellows.nichd.nih.gov
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The  
Well-being  
Toolkit…it’s about life! 
 
The NIH is dedicated to employee well-being. In support of employee well-being, this toolkit provides a 
list of resources targeted towards employee’s work/life.  Available resources cover key work/life areas of 
life that include financial, physical, social, community, and purpose (career). Use this well-being toolkit 
for quick access to your well-being resources at the NIH. 
 
Financial 
OHR Financial & Retirement Seminars https://hr.nih.gov/benefits/retirement/retirement 

NIH Federal Credit Union www.nihfcu.org 

Recreation and Welfare Association (R&W) http://govemployee.com/nih/ 

Commuter Options http://www.ors.od.nih.gov/pes/dats/commuterinfo/Pages/default.aspx 

Student Loan Repayment Program (SLRP) https://oma1.od.nih.gov/manualchapters/person/2300-537-1/ 
NIH Loan Repayment Programs (LRP) https://www.lrp.nih.gov/ 

 
Physical 
Workplace Wellness 
Policy https://policymanual.nih.gov/1481   
R&W Fitness Program http://govemployee.com/nih/rw-services-membership/fitness-home/ 

Division of Occupational 
Health & Safety http://www.ors.od.nih.gov/sr/dohs/Pages/default.aspx 

Foil the Flu (Flu vaccine 
program) http://www.ors.od.nih.gov/flu/Pages/default.aspx 

AED/CPR Training https://www.ors.od.nih.gov/sr/dohs/safety/Training/Pages/aedlocations.aspx 
Ergonomics Program http://www.ors.od.nih.gov/sr/dohs/HealthAndSafety/Ergonomics/Pages/ergonomics_home.aspx 

Indoor Air Quality Testing https://www.ors.od.nih.gov/sr/dohs/HealthAndWellness/Pages/air_quality.aspx 

Wellness@NIH Website http://wellnessatnih.nih.gov/Pages/default.aspx 

Shower & Locker 
Facilities http://www.ors.od.nih.gov/pes/dats/fitness/Pages/shower_locker.aspx 

 
Social 
Child Care Resource & Referral http://www.ors.od.nih.gov/resourcereferralservice 

Adult Dependent Resource & Referral http://www.ors.od.nih.gov/resourcereferralservice 

Legal and Financial Resource & Referral http://www.ors.od.nih.gov/resourcereferralservice 
NIH Back-up Care Program http://backupcare.ors.nih.gov 

NIH Child Care Subsidy Program http://www.ors.od.nih.gov/childcaresubsidy 

NIH Sponsored Child Care Centers http://www.ors.od.nih.gov/pes/dats/childcare/centers/Pages/centers.aspx 

Family Resources http://www.ors.od.nih.gov/familyresources 

Nursing Mother's Program https://www.ors.od.nih.gov/sr/dohs/HealthAndWellness/Pages/lactation.aspx 

Employee Assistance Program http://www.ors.od.nih.gov/sr/dohs/EAP/Pages/index.aspx 

Office of the Ombudsman https://ombudsman.nih.gov/ 

Civil Program https://hr.od.nih.gov/hrguidance/civil/ 

Office of Equity, Diversity, & Inclusion (EDI) http://edi.nih.gov/ 
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Financial…Physical…Social…Community…Purpose…Well-being 

 
 

 
Purpose (Career) 
Alternative Work Schedules https://hr.od.nih.gov/benefits/workschedules/default.htm 

Telework https://hr.od.nih.gov/workingatnih/telework/default.htm 

Remote Work https://hr.od.nih.gov/benefits/workschedules/remotework.htm  
Part-time Employment or Job Sharing https://hr.od.nih.gov/workingatnih/onboarding/documents/CSDTable.pdf 

Leave Flexibilities https://hr.od.nih.gov/benefits/leave/default.htm 

Family Medical Leave Act https://oma1.od.nih.gov/manualchapters/person/2300-630-5/  

 

 

Community 
Listservs https://list.nih.gov/ 

Take a Hike Day http://www.ors.od.nih.gov/pes/dats/wellness/hike/Pages/hike.aspx 
Take Your Child to Work Day http://takeyourchildtowork.nih.gov/Pages/default.aspx 
Safety Health & Wellness Day Annually 
R&W Clubs http://govemployee.com/nih/rw-services-membership/clubs-organizations/ 

Children's Inn http://childrensinn.org/get-innvolved/ 

NIH Blood Bank http://clinicalcenter.nih.gov/blooddonor/ 

NIH Environmental Management 
System http://nems.nih.gov/Pages/default.aspx 
Green Team http://nems.nih.gov/teams/Pages/default.aspx  

My Well-being Resources                   Contact Information 
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Visit faes.org/enrollplan for 
more information regarding the 
health plan.

FAES offers a premier, comprehensive 
CoreSource/Aetna healthcare plan. 

There is no monthly cost to NIH stipend paid fellows.

•Sign the NIH Fellowship Activation Form
obtained from your Administrative Officer (AO).
FAES requires pages 1, 2 and 3.

•Complete the FAES Election Form. The form
can be downloaded from our website.

•Submit the completed forms mentioned
above. You may submit the forms to us by
secure fax, email or in person.

•Enjoy your coverage!

email: faesinsurance@mail.nih.gov 
secure fax: 301-480-3585 

visit: Building 10 (South Side), Room 1N241 | faes.org/healthinsurance 
call:  301-496-8063

FAES Health Insurance Services

Your only out-of-pocket cost is a 
$10 co-pay for in-network visits.

Enrollment is simple:

____________

10
 

Minutes-The Time it 
Takes to Enroll

____________

http://faes.org/enrollplan
https://faes.org/healthinsurance
https://faes.org/sites/default/files/ELECTION%20FORM.pdf




 

 
 

 

 

NIH ACCESS: ID & TRAINING 
 Every position REQUIRES specific training for access & compliance. If you are 

unsure what training you need, ask your Admin Team. 

 Save & Send a Copy of ALL Completion Training Certificates to your Admin Team 
(and retain for your records) 

GENERAL GUIDELINES 
 Wear appropriate lab attire to protect yourself. 

 Never remove PROPERTY from a location without authorization. 

 Accept property in the property management portal as soon as possible 
https://npmp.nih.gov  

 Never use personal funds! 

 All TRAVEL and PROCUREMENT must be authorized &  
approved through the designated NIH systems. 

 PRUDENT PERSON RULE: spend as if it were your own money! 

BENEFITS 
 The NIH INTRANET is a wealth of information: www.employees.nih.gov  

 EVERYONE working in a lab MUST be covered by health insurance 

 Fellows electing to retain personal health insurance policies must still provide 
proof of insurance to FAES 

BENEFITS 
 If you experience work-related injury, go directly to the Occupational Medical 

Service (OMS) clinic in Building 10, 6th floor for medical care. 

 For emergency medical care on the NIH Bethesda campus, call 911 

 

 IF YOU ARE IN DOUBT – REACH OUT (to your Admin Team) 

https://npmp.nih.gov/
http://www.employees.nih.gov/
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