Candidate’s Name:       
Award Number:       
Effective Date:       
Prepared by:       
NCI-FREDERICK CHECKLIST:  TERMINATION – CRTA

DEADLINE TO ARC:  6 WEEKS

ATTACH TO PERSONNEL PACKAGE

	N/A
	Complete
	
	Required Form/Document

(assemble package as follows)
	Remarks

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.
	FPS Generated Termination Notice

For early terminations, notify the ARC as soon as it is known (even if exact date is unknown).

 
	When terminating prior to the original NTE date, the Termination Notice must be hand carried:

a. Through the Administrative Office for AO signature

b. Through FAES, 10/B1C18, for signature

c. And, through OFM, 31/B1B06, for signature and repayment of any overpayments received by Fellow (take personal check for repayment).

The original form with all signatures is to be returned to the ARC for retention in files.

When terminating on the original NTE date, it is recommended that the Termination Notice be hand carried as above.  However, if ample lead-time is given and the Fellow does not owe for overpayment, the ARC will get the necessary signatures via mail and fax if asked to do so.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	2.
	NCI-Frederick Clearance of Personnel for Separation or Transfer
	Fellow must hand carry to required offices.  

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	3.
	Personnel Data Sheet
	Input info into CYBORG (if you have access) or submit to ARC to input into CYBORG.  Include termination date and name, and phone number of program contact.  Also submit copy to ARC for files.
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