DOMESTIC SPECIAL VOLUNTEER/GUEST RESEARCHER CHECKLIST 

Name: 





Appt. Dates: 






Funding: 






NEW – 3 Months in Advance

· NIH 590 (Choose NICHD Version not Courtesy)
· CV
· BIB
· Proof of Funding (For Outside Funds)
· Proof of Health Insurance
· Self Sponsored or Outside Sponsor Letter for Adjunct Scientist/Technician
· Volunteer Agreement for Adjunct Scientist/Technician
· Copy of NED Update
· E-Mail for Bldg. Perimeter Access
RENEWAL – 3 Months in Advance
· NIH 590 (Choose NICHD Version not Courtesy)
· Updated CV
· Updated BIB
· Proof of Funding (For Outside Funds)
· Proof of Health Insurance
· Self Sponsored or Outside Sponsor Letter for Adjunct Scientist/Technician
· Volunteer Agreement for Adjunct Scientist/Technician
· Copy of NED Update
TERMINATION – 2 Months in Advance
· Memo to AO from Section/Unit Head with
· Date of Departure
· Forwarding Address/Phone Number
· Copy of NED Update
· Check-Out/Clearance Sheet (Due on Last Day)
*Check Boxes on 590 as follows:

Other (NIH/Government Funded) =
NRSA; PRAT; PAI; Temp Services
Special Volunteer = Self Sponsored or Outside Funding (Non Competitive)

Guest Researcher = NRC; Howard Hughes Student

Competitive Outside = Outside Funding/Fellowship that was actually COMPETED for 
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