[bookmark: _Toc311452262][bookmark: _GoBack]Instructions for Completing the 
Revised Notification of Organizational Change (NOC), Form NIH 2500
1. Purpose of NOC:
· Informs the appropriate officials of the organizational change
· Serves as the official document for adjusting central organizational records, including initiating personnel records and IT systems
2.  Form Preparation.  When the approving official is within the IC, the OCC will prepare and distribute the NOC with the decision memo and the functional statements (when required).  When the approving official for the organizational change is outside the IC, the NIH Organization Officer will prepare and distribute the NOC and documents.  
	http://forms.nih.gov/msword/misc/NH2500.DOC for Word format
	http://forms.nih.gov/adobe/misc/NH2500.PDF for Adobe Acrobat format
3.  Distribution as an e-mail attachment. A distribution list call NOC Required Distribution in the Global Address book has the required names and addresses selected for offices outside the requesting IC or OD office.  The IC or OD office specific contacts are not included in this distribution list but will need to be added by the requesting Organizational Change Coordinator when sending the NOC and required documents. 
4. Specific instructions for completing the NOC:
Item 1: Requesting Official:  Name, title, and IC or OD Office of the official who requested the organizational change.  For example, if there is a request for a new lab in an intramural program, then it could be the Director for the respective IC intramural program requesting the organizational change to establish the new lab.  
[bookmark: _Toc311452263]Item 2: Documents Attached: Check all boxes that apply.  Attach new or revised functional statements.  Do not include functional statements that the organizational change does not alter.  The entire package is not required for the Notification of Change to NIH stakeholders.  The package is required per HHS and NIH Policy but unnecessary for this notification.  Personnel information (i.e. staff lists with names with salary information) should not be included in the full distribution. 
[bookmark: _Toc311452264]Item 3: Approval Authority: Name, title, and IC of the official who approved the organizational change.  The official must have the current delegated authority to approve the change. 
[bookmark: _Toc311452265]Item 4: Effective Date:  The effective date is always the date approved by the approval authority with only one exception. The only exception is if the implementation is requested for a future date. For example, the change is approved September 7, 2013 but the requestor does not want it implemented until October 1, 2014 (the next fiscal year).
[bookmark: _Toc311452266]Item 5: Changes
i. List all the organizational changes that have just been approved.  Every change must be clear, not implied, to ensure that the change is implemented correctly.  Use an additional page if necessary.  An extra chart is on page 3.
ii. [bookmark: _Toc311452267]Identify each type of change.  Remember, if entity A is being transferred from entity B to entity C, then it would be abolished in entity B and established in entity C.  There is an additional field to track the transfer of functions for historical reference (column titled Previous SAC and/or Title).
iii. Indicate new or abolished SAC.  The SAC is obtained from the NIH Organization Officer by the IC Organizational Change Coordinator. 
iv. Include the full official title of the component.  This will be abbreviated within CapHR due to limited character availability but will be used in the NIH organizational database, official organizational charts and official functional statements. 
v. If the change is a title change, include the previous title for tracking purposes.
vi. Include the official acronym that will be used.  In some cases, not all first characters of each word in the title is used for an acronym.  To avoid data discrepancies, you must include what will be considered the official acronym. 
vii. Identify if the entity is Intramural, Extramural or Other.
Item 6: Reorganized Components Please Note:  This is a primarily reminder to the relevant human resources staff initiate personnel actions.  It also clarifies the roles and responsibilities for other organizational change tasks.  
[bookmark: _Toc311452269][bookmark: _Toc311452270]Item 7: Signature  The NOC must be signed by the individual issuing the NOC.  This would be the IC or OD Organizational Change Coordinator or NIH Organization Officer if the organization was approved outside the IC or OD requesting office.
[bookmark: _Toc311452268]Item 9: Date  The date signed by the official named in item 7. 
Page 2: Distribution  The mandatory recipients have already been checked on the form. Except for the IC or OD office specific recipients, the majority of the required recepients are in a global distribution list called NOC Required Distribution. To distribute an NOC from the IC, for example, the IC OCC would select NOC Required Distribution List from the global address list, and then include the IC specific recipients including the requesting official, servicing HR representative, IC budget officer, and IC policy contact. 
5. Attachments:  Attach the approved Decision Memo and Functional statements (in word format) with the NOC.  There may be cases where additional information would support the understanding of the change.  For example, an organizational chart may be advisable for complex organizational changes. 

