                                                                            NAME:__________________________________

                                                                            APPOINTMENT DATES:__________________

                                                                            SALARY:________________________________

                                                 Research Fellow (VP) Checklist

NEW                                                                                     (6- 12 months; Depending on Visa)

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. ___NIH  829-1  Request for Appointment to NIH Visiting Program
f. ___CV & Bibliography
g. ___Three letters of recent references

h. ___Transcripts of graduate college records
i. ___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)

j. ___Brief summary of the applicant’s Doctoral Dissertation (Ph.D. only)
k. ___Copy of Passport Biographical Page for Individual and Dependents
l. ___Copy of NED information

m. ___E-mail for building perimeter access

n. ___Salary Determination (If Applicable; AO)

o. ___Hardcopy 52 (send copy to sec w/ timekeeper check-in sheet) (AO)
p. ___Salary History Chart (If Applicable; AO)
q. ___Organization Chart (If Applicable; AO)
r. ___Enter into personnel system (AO)
s. ___Enter into ITAS (AO)
The most common visa types for this appointment are the J-1 and the H-1B.  For a new J-1, no further paperwork is required.  For new or transferring H-1B, the additional items needed are listed below.  For other visa types, please consult with your AO.
a. ___H-1B Worksheet and Credentials
b. ___H-1B Petition Letter (See Sample)
c. ___829-1; 2nd Page:
Block 38a:  Provide General Research Area

Block 38b:  Provide the following specifics about the position (not the individual):

· Job Duties**
· Note if supervised, independent research, supervisor

· Minimum years experience**
· Minimum degree requirement**
· Degree major required**
**Note that the position description will be used to obtain the prevailing wage rate and, therefore, should include the MINIMUM duties and requirements necessary for the position.  PLEASE DO NOT LIST THE QUALIFICATIONS OF THE CANDIDATE.

d. ___DIS LCA Attestation (AO)
RENEWALS       





(6-12 months; Depending on Visa)

a. ___NIH  829-1  Request for Appointment to NIH Visiting Program 
b. ___Updated CV & Bibliography
c. ___Letter from Scientific Director to appointee acknowledging the extension
d. ___5/8 Year Memo (If Applicable; Consult AO)

e. ___NED Update
f. ___HR Extension Memo (AO)

g. ___EHRP 52 (AO)
However, if the individual’s H-1B visa needs to be extended, please see the additional paperwork requirements listed below:

a. ___H-1B Worksheet and Credentials
b. ___H-1B Petition Letter (See Sample)

c. ___829-1; 2nd Page:

Block 38a:  Provide General Research Area

Block 38b:  Provide the following specifics about the position (not the individual):

· Job Duties**
· Note if supervised, independent research, supervisor

· Minimum years experience**
· Minimum degree requirement**
· Degree major required**
**Note that the position description will be used to obtain the prevailing wage rate and, therefore, should include the MINIMUM duties and requirements necessary for the position.  PLEASE DO NOT LIST THE QUALIFICATIONS OF THE CANDIDATE.

d. ___DIS LCA Attestation (AO)
TERMINATION / EXPIRATION / RESIGNATION           (1 month)

a. ____ Retirement/Resignation/Termination Form for FTE’s (AMB Web page – Miscellaneous)
b. ____NIH 829-5 Notification of Termination of Visiting Program Participation

c. ____NED Deactivation

d. ____Check-out Sheet

e. ____EHRP 52  (AO)                                 

f. ____Separate from ITAS (AO)

