SUPPLEMENTAL VISITING FELLOW APPOINTMENT CHECKLIST [submit with package]

NEW – 4 Months in Advance

[image: image1] Memo from Recommending Supervisor (State effort made to obtain outside support)                         

[image: image2]  NIH 829-7 (5/95)-emphasize training to be obtained (block 38)                                        Name _________________________      

[image: image3]  CV                                                                                                                            Appt. Dates _________________________

[image: image4]  BIB                                                                                                                              Stipend _________________________

[image: image5]  Three letters of reference (dated within one year of start date)                 

[image: image6]  Official copy of Doctoral Degree (with translation if not in English) or     

          Letter signed by the University Registrar/Dean verifying all degree requirements have been met             

[image: image7]  Proof of outside support (work with AO on conversion to determine stipend)

[image: image8]  Front page of passport, includes name, DOB, nationality, etc.


[image: image9]  Copy of NED 


[image: image10]  Agreement/Provisions


[image: image11]  Enter into FPS (include copies of all screens)


[image: image12]  Email for Building Perimeter Access


[image: image13]  F10 Printout (AO Office)

[image: image14]  Enter into personnel system (AO Office)


[image: image15]  Physical Forms (AO Office)


[image: image16]  ACH Form (AO Office)


[image: image17]  Election of health insurance to Fellows (AO Office)

[image: image18]  Notification of Traineeship Award (AO Office)
RENEWAL – 4 Months in Advance

[image: image19]  Memo or e-mail from Recommending Supervisor that includes requested stipend increase amount          

[image: image20]  NIH 829-7                      


[image: image21]  FPS renewal (include copies of all screens); in Remarks show year of award and current/proposed stipend  

[image: image22]  Annual Progress Review (choose one of three formats provided))


[image: image23]  Copy of NED update

[image: image24]  Proof of health insurance


[image: image25]  Notification of Traineeship Award (AO Office)

[image: image26]  For 5th year see Terminal 5Th Year Memo

RENEWAL (year 4) – See JVERC on AMB page
TERMINATION/EXPIRATION/RESIGNATION – 1 Month in Advance

[image: image27]  FPS (to be approved by AO, walked through OFM & FAES, then returned to AO)


[image: image28]  Copy of NED update

[image: image29]  Termination Memo (if terminating early)


[image: image30]  Check-out Sheet (due on last day)
Updated 2/10/04
