Quarterly Consultant/Expert Review of Statement
U.S. Department of Housing 

and Urban Development 

Office of Administration
	Part I. To be Completed by Employing Organization



	Consultant’s/Expert’s Name (circle one)


	Office
	Type of Appointment:

Intermittent or Temporary (circle one)

	Rate of Pay:

$                                 Per:


	Quarter Period:
	Number of Days Worked During Quarter

	If consultant/expert worked 10 days or less during the reporting quarter, the following certification is not required.



	Statement of Consultant’s/Expert’s work progress or products during quarter:



	A review has been made of the current appropriateness of the appointment, as follows: (circle yes or no)



	1. The position continues to be necessary:      Yes    No                      2.  Time limits of appointment are being observed:      Yes    No



	2. Duties performed are still those of an 

Expert or consultant:                                    Yes    No                      4.  Duties of record are actually being performed:        Yes   No 

 

	If answer is “No”, explain circumstances and state what corrective action is being taken.



	Part II.  To be completed by Management Official Responsible for Monitoring Consultant’s/Expert’s Work



	I certify that the duties performed by the above-named employee are still those of a consultant or expert, and that his/her assignments are solely related to the work situation approved by the Deputy Assistant Secretary for Administration.

Signature of Management Official                                                           Date:


	Part III.  Summary of Review Findings

	

	Action Taken or Recommended to Correct Deficiencies Found:



	Part IV.  To be Completed by Director, Office of Human Resources and the Deputy Assistant Secretary for Administration

	                     In reviewing this consultant/expert appointment, I have satisfied myself that:

(a) the position continues to be necessary;

(b) the position is a consultant or expert position as defined by CFR 304;

(c) time limits of the appointments are being observed;

(d) duties of record are actually being performed; and

(e) required documentation is current and in order.



	                    Concurrence:   Director, Office of Human Resources


	Date

	                     Approval:  Assistant Secretary for Administration


	Date
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