	Emergency Salary Loans Matrix



	Type
	NIH Office of Financial Management (OFM)
	NIH Federal Credit Union 

(NIHFCU)

	Eligibility
	All NIH Employees 
	NIHFCU members. Note: Employees may obtain membership and establish an NIHFCU account at the time of loan application.



	Amount
	Full net salary or at least 75 percent of net salary interest free for 30 calendar days
	Full net or partial net salary not to exceed $2,000 interest free for 60 calendar days.  Amounts in excess of $2,000 may be considered on a case-by-case basis.



	Step 1 
	Employee:

· Completes NIH Form 2676-1, Employee Emergency Payment Request 
· Obtains the signatures of the immediate supervisor and servicing AO
· Completes the NIH/OFM 30-day Memo of Understanding for Emergency Loan   
· Obtains a copy of his or her last Leave and Earnings Statement 

	Employee completes the NIH Federal Credit Union Emergency Payroll Authorization Form 

Note: This form is used by OHR to notify the NIHFCU that the employee is eligible for an emergency salary loan and to provide information required by NIHFCU

	Step 2
	Employee hand carries paperwork to OHR Benefits and Payroll Liaison Branch (BPLB) for additional signatures and further instructions


	Employee hand carries paperwork to OHR Benefits and Payroll Liaison Branch (BPLB) and obtains OHR signatures and clearances

	Step 3
	Employee hand carries signed forms to OFM as directed by BPLB staff
	Employee:
· Hand carries the signed NIH Federal Credit Union Emergency Payroll Authorization Form to an NIH Federal Credit Union office 

· Provides a picture ID, i.e., driver’s license and NIH ID 

· Completes and signs the required NIH Federal Credit Union Consumer Loan Note


	Step 4
	OFM issues an emergency salary loan payment to the employee’s bank account of record or via check to the employee’s address of record


	NIHFCU approves the employee’s application, issues an emergency salary loan payment, and deposits the payment in the employee’s NIHFCU account
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