POST BACCALAUREATE IRTA TRAINEESHIP CHECKLIST [submit with package]

NEW – 3 Months in Advance

[image: image1]  NIH 2590

[image: image2]   On-Line Application Package which could include 3 reference letters & Applicant’s Statement of Research Goals       

[image: image3]  CV                                                                                                                Name ______________________________                            

[image: image4]  BIB                                                                                                     Appt. Dates _____________________________

[image: image5]  Three letters of reference emphasizing research potential
                Stipend ______________________________

[image: image6]  Official Copy of Undergraduate Transcripts (Including Proof of Degree)*

[image: image7]  Applicant’s Statement of Research Goals describing type and purpose of training desired (Approx 1 page)

[image: image8]  Graduate or Medical School Status Form for New Appointment
or


[image: image9]   Verification from the University that Applicant is:  **(See note below)
a. in Good Academic Standing – at least a 2.0 GPA

b. enrolled in a Doctoral Degree Program

c. that the School is Agreeable to the Student’s Participation 

[image: image10]  Copy of NED Entry 

[image: image11]  Letter from Scientific Director (Notification of Traineeship Award)

[image: image12]  Agreement/Provisions


[image: image13]  If Supplemental, Proof of Outside Funding Required


[image: image14]  Enter into FPS (include copies of all screens)


[image: image15]  Email for Building Perimeter Access

[image: image16]  F10 Printout (AO Office)

[image: image17]  Enter into personnel system (AO Office)

[image: image18]  AO Letter to Trainee (AO Office)

[image: image19]  Physical Forms (AO Office)

[image: image20]  ACH Form (AO Office)

[image: image21]  Election of health insurance to Fellow (AO Office)

[image: image22]  NIH 2590-1 Proof of Citizenship

*If Transcripts don’t show proof of degree, a copy of the degree or a letter from the dean or registrar’s office verifying degree will be needed.

RENEWAL – 3 Months in Advance

[image: image23]  NIH 2590

[image: image24]  Updated CV

[image: image25]  Updated BIB


[image: image26]  Evaluation of Post Baccalaureate Predoctoral IRTA recipient

[image: image27]  Graduate or Medical School Status Form for Renewal Appointment


[image: image28]  If Supplemental, Proof of Outside Funding Required


[image: image29]  FPS renewal (include copies of all screens); in Remarks show year of award and current/proposed stipend

[image: image30]  Copy of NED update

[image: image31]  Letter from Scientific Director (Notification of Renewal)


[image: image32]  F10 Printout (AO Office)

[image: image33]  Election of health insurance to Fellows (AO Office)

[image: image34]  Update personnel system (AO Office)

TERMINATION/EXPIRATION/RESIGNATION – 1 Month in Advance

[image: image35]  FPS (to be approved by AO, walked through OFM & FAES, then returned to AO)


[image: image36]  Copy of NED


[image: image37]  Check-out Sheet (due on last day)
**The verification is for doctoral students (most likely M.D.) who have been accepted into a 
doctoral degree program at a U.S. university and need permission from their school to 
      delay entrance for up to 1 year.
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