Candidate’s Name:       
Effective Date:       
Prepared by:       
NCI-FREDERICK CHECKLIST:  APPOINTMENT – SCIENTIST EMERITUS 

DEADLINE TO ARC:  4 WEEKS

ATTACH TO PERSONNEL PACKAGE

	N/A
	Complete
	
	Required Form/Document

(assemble package as follows)
	Remarks

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.
	NCI Routeslip
	Required if package needs Division approval.  Notate in “other” section about package.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	2.
	Redbook Scientist Emeritus Appointment Checklist
	CCR Requirement – print and attach to personnel package.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	3.
	Request Memo
	To DDIR through or from Division Director and other appropriate program officials.  Concurrence line and signature of NCI Director required prior to submitting case to the DDIR for final approval.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	4.
	NIH-590, Special Volunteer and Guest Researcher Assignment
	Above section 1, include CAN# and HNC#.  Process as Guest Researcher.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	5.
	Guest Researcher Agreement
	Must be signed prior to submission to the ARC.  (Fax copies acceptable with original to follow.)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	6.
	Lab/Branch Chief Certification for Self-Supporting Guest Researcher (male)

Lab/Branch Chief Certification for Self-Supporting Guest Researcher (female)
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	7.
	Letter Conferring Title of Scientist Emeritus
	Prepared by the Division for signature by DDIR.  The DDIR will send letter upon approval.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	8.
	CV and Bibliography
	See Red Book section on CV/Bibliography.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	9.
	Non-FTE EOD Checklist
	Review this checklist for additional requirements
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