Name: _______________________








Appt. Dates:  __________________








Salary:  _______________________
Clinical Fellow (VP) Checklist

Initiating Offer to Potential Clinical Fellow (CF) 

· Request Memo from Sponsor 

· CV/Bibliography

· 3 Letters of Reference

· Copy of Doctoral Degree

· Letter Offering Position (from Scientific Director) 

Once CF (VP) accepts position in writing – Process New Action

(4-6 months)

· NH 829-1   Request for Appointment to NIH Visiting Program

· EHRP 52 (AO)

· CV/Bibliography  

· 3 Letters of Reference

· Copy of Doctoral Degree (Translation if not in English)

· Proof that either the FLEX or USMLE (Steps 1, 2 & 3) have been passed

· Copy of ECFMG Certificate

· Copy of NIH Residency Agreement

· Copy of Offer Letter

· Copy of Acceptance Letter

· Copy of NED Information

· E-mail for Building Perimeter Access

· Enter into the Personnel System (AO)

· Enter into ITAS (AO)

Initial appointment is for 13 months only (ECFMG requirement), renewal is for a year, and final renewal is for 11 months.

Renewal 








(4-6 months)

· Request Memo from sponsor for renewal and pay increase to next PGY band

· NH 829-1   Request for Appointment to NIH Visiting Program

· EHRP 52 (AO)

· CV/Bibliography  

· Letter from Scientific Director approving renewal and pay increase  -  per HR, please do not include salary increase effective dates in the letter.

· NED Update

Termination/Expiration/Resignation




(1 month)
· Retirement/Resignation/Termination Form for FTE’s (AMB Web page – Miscellaneous)

· NIH 829-5  Notification of Termination of Visiting Program Participation

· NED Update

· Check-out Sheet

· EHRP 52 (AO)

· Separation from ITAS (AO)

Relocation Information – AO Office

· Record of Call Order for Prudential Relocation

· NIH 2028  Request for Permanent Change of Station Orders

· HHS 355B  DHHS Employment Agreement for Transfers to and Within the Continental United States 
