DEPARTMENT OF HEALTH & HUMAN SERVICES

Public Health Service

National Institutes of Health

______________________________________________________________________________

National Institute of Child Health and Human Development

Bethesda, Maryland 20892

(DATE)

(NAME)   

(ADDRESS)        

(ADDRESS)    

Dear Dr./Ms./Mr. (NAME):

Your NIH (PICK TYPE) Intramural Research Training Award traineeship with the National Institutes of Child Health and Human Development (NICHD) has been approved, beginning (DATE) through (DATE).  This letter provides you with information about some important administrative matters that must be taken care of, in order for you to begin your program successfully and in a timely way.  Details appear below.  Please review them carefully.

As the Administrative Officer (AO) who supports the laboratory where you will train, I am responsible for all official paperwork to process your IRTA award.  You may also wish to make contact with the director of the Intramural Office of

Education, Brenda Hanning, who can answer any questions you have about your transition and orientation to the Bethesda area, as well as tell you about academic skills and career development programs in NICHD.  She can be reached at hanningb@mail.nih.gov or by calling 301-451-7753. 

Conditions of Appointment:

Your appointment is subject to medical evaluation as directed by OMS procedures and submission of acceptable proof of U.S. citizenship or resident alien status. (For two-year commitments for Technical IRTA – add the following - Accounting procedures require that this Traineeship be processed one year at a time.) 

Health Insurance:

Under the terms of your (PICK TYPE) IRTA Traineeship, you are required to be covered by adequate health insurance in order to receive training in NIH facilities. It is important to keep the following in mind.  You must have health insurance coverage in order to start your fellowship and be in the research lab. If you decide to choose the FAES plan described below, there can sometimes be a lag time after your arrival at NIH before an appointment can be scheduled with FAES.  During that lag time, you will not be permitted to start your fellowship and be in the research lab unless you have health insurance coverage.  We strongly advise you to keep whatever health insurance coverage you had before coming to NIH until your FAES policy is effective.  We will need a copy of your valid insurance card when you arrive. 

An approved plan of insurance is available through the Foundation for Advanced Education in the Sciences, Inc. (FAES).  The following website can provide you with a description of the FAES health insurance plan: www.faes.org for your review.  The NICHD will provide funds not to exceed the cost of FAES fee-for-service Preferred Provider Option (PPO), individual or family as appropriate, in addition to your regular stipend, for a policy issued in your name.  

Alternatively, you may purchase another private health insurance plan in your own name, in which case, an allowance will be provided by the NIH not to exceed the cost of FAES Preferred Provider Option, individual or family, as appropriate.  Also, if incurred, NIH will reimburse you for any additional health insurance cost as a result of being covered under a spouse’s policy with your name listed as “family member” not to exceed the cost of the FAES fee-for-service Preferred Provider Option.  Please be prepared to indicate your choice of health plan or provide proof of existing coverage at the time you report to begin your (PICK TYPE) IRTA Traineeship.

The medical evaluation may be conducted by the Occupational Medical Service, NIH at the Bethesda campus at no cost to you.  Alternatively, it may be completed by a physician of your own choosing but at your own expense.

Proof of Citizenship/Status:
Proof of U.S. citizenship or resident alien status must be provided at the time you report to activate your Traineeship.  Acceptable proof for this purpose is indicated in the “Statement of IRTA Program Provisions” that was enclosed with your Traineeship award letter.

Arrival Date:

Please confirm, by phone or via e-mail, what date you plan to arrive based on the requested start date of (DATE) from your sponsor.  This is important.  If we can confirm your arrival date, we can pre-schedule an appointment at FAES, if you have chosen to obtain insurance through them.  Pre-scheduling would eliminate any lag time in your coverage with FAES.  Once you arrive at NIH on the confirmed day, please contact me at 301-xxx-xxxx to schedule a check-in time at the NICHD Administrative Office located at One Rockledge Centre, Room 8000, 6705 Rockledge Drive, Bethesda, Maryland 20892 (See attached shuttle schedule from the main campus) to complete the necessary paperwork to activate your Traineeship.  

Stipends and Benefits:

Please refer to your IRTA Agreement for information on stipends, benefits and relocation.

If you have any questions or if I can be of assistance to you, please feel free to contact me at (phone/e-mail).

Sincerely,

(Name)

Administrative Officer  

National Institutes of Child

Health and Human Development
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