NAME:__________________________

APPOINTMENT DATES:___________

SALARY:_________________________

Research Fellow Checklist

     NEW                                                                                     (2 months)
a. ___Title 42 Memo (See Samples; Consult AO for format)
b. ___Salary Comparables (If Applicable, Consult AO)
c. ___Competing Job Offers (If Applicable, Consult AO)

d. ___5/8 Year Memo (If Applicable, Consult AO)

e.       CV & Bibliography
f. ___Three letters of recent references
g. ___Transcripts of graduate college records
h. ___Copy of Ph.D. degree/letter from University Registrar certifying Ph.D. requirements have been met
                   (Include translations of all foreign language (including Latin) documents)

i. ___Brief summary of the applicant’s Doctoral Dissertation (Ph.D. only)

j. ___Copy of NED information

k. ___E-mail for building perimeter access

l.       Hardcopy 52 (send copy to sec w/ timekeeper check-in sheet) (AO)
m. ___Salary History Chart (If Applicable, Consult AO)

n. ___Organization Chart (If Applicable, Consult AO)

o. ___Enter into personnel system (AO)
p. ___Enter into ITAS (AO)
RENEWALS       





(2 months)

a. ___ Short Request Memo from Sponsor for Renewal

b. ____Updated CV & Bibliography
c. ____5/8 Year Memo (If Applicable; Consult AO)
d. ____Letter from Scientific Director to appointee acknowledging the extension
e. ____NED Update
f. ____EHRP 52 (AO)
g. ____HR Extension Memo (AO)
TERMINATION/EXPIRATION/RESIGNATION            (1 month)

a. ____Retirement/Resignation/Termination Form for FTE’s (AMB Web page – Miscellaneous)
b. ___NED Deactivation

c. ___Check-Out/Clearance Sheet

d. ___EHRP 52 (AO) 

e. ___Separate from ITAS (AO)

