Procedures and Checklist 
for placing an ORISE Senior Fellow  
To place a Senior Fellow through the ORISE program, please follow these steps:

IC Sponsor:

1. Submit the completed Senior Fellow application package with one copy to Eve.  She will review and send the original to Young.  Young will prepare the IAA and then forward the package to Olive Childers at the Office of Intramural Research (OIR) at Bldg.1/Room 140 for approval:

· Include the completed and signed ORISE Senior Fellow Check Sheet.

· Recommending Memorandum from Lab/Branch Chief to Scientific Director (SD) including a brief summary of the individual’s scientific background and discussion of the planned training/re-training experience

· CV & BIB

· Three Letters of Recommendation

OIR/NIH:

1. The application package will be reviewed by Olive Childers first and then sent for review for scientific merit and program conformity by the DDIR/or designee (Drs. Michael Gottesman/Arlyn Garcia-Perez), who will make the final approval decision regarding the application.

2. Upon approval by OIR/NIH, Olive Childers, Senior Fellow Program Coordinator, will forward the Interagency Agreement to DOE/Oak Ridge Operations to obligate funds, and the entire application package to Libby Kittrell at ORISE for processing.  Olive will also send a copy back to Young and Young will then forward to the originating AO.
ORISE:

1. Upon notification from DOE that funds have been obligated, ORISE will proceed to make the appointment offer, securing visas where necessary, and assuring that all necessary documents are in order. 

2. ORISE will send copies of all correspondence to the IC Sponsor and to Olive Childers, the OIR/NIH Senior Fellow Program Coordinator.
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