Candidate’s Name:       
Effective Date:       
Prepared by:       
NCI-FREDERICK CHECKLIST:   APPOINTMENT – SPECIAL VOLUNTEER

DEADLINE TO ARC:  4 WEEKS (If Visa assistance is required, 5 months)

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.
	NIH-590, Special Volunteer and Guest Researcher Assignment
	Above section 1, include CAN#, HNC# and indicate if visa assistance is requested.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	3.
	NIH-590-1, Special Volunteer Agreement (U.S. citizen)
NIH-590-1, Special Volunteer Agreement (non-U.S. citizen)
	Must be signed by volunteer prior to submission to the ARC.  Signature of parent or guardian required if under 18 years of age.  (Fax copies acceptable with original to follow.)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	4.
	Acknowledgement Letter
	Signed by Lab/Branch Chief.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	5.
	Signed Letter of Understanding
	If applicable.  Used if volunteer is from Outside Profit-Making Organization.  The Division Director must sign.  (Fax copies acceptable with original to follow.)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  6.
	CV and Bibliography
	See Red Book section on CV/Bibliography.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	7.
	Parental Consent Form
	To be used if under the age of 18.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	8.
	Non-FTE EOD Checklist
	Review this checklist for additional requirements


For Foreign Individuals Also Include

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	9.
	Request letter of Invitation for B-1/WB non-immigration visa from ARC
	Only for assignments not to exceed 3 months.  ARC will provide upon request.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	10.
	Supporting Documentation Memo for Non-NIH Visiting Program Participant or proof of work authorization.

and

Copy of Professional Degree or degree certification 

and

Certification of proof of funding on official letterhead, and, if support is $25,000 or less per annum, proof of adequate personal financial resources while at NIH.

and

Verification of health insurance with English summary of benefits.

and

If already in US, copies of immigration documents for individuals and dependents, including:  Passport, INS Form I-94, all USIA forms IAP-66 (front & back), INS Form I-20, INS Form I-797, INS Form I-688B (proof of employment authorization).
	Only for assignments in excess of 3 months or when B-1/WB is not appropriate.

Master’s in science is the minimum degree requirement.

Degree must be accompanied by certified English translation (except for Latin).  

Certification must state that degree requirements have been fulfilled and date on which degree will be conferred.  Certification must be signed by Dean/Academic Registrar/Chancellor and on institution letterhead

If translated by independent person, must contain the following statement:

“I certify that I am competent to translate from (insert foreign language) into English and that this is a true English translation of the attached document in the (insert foreign language) language.”  Must be signed and dated with name and title typed below.


                       NCI-FREDERICK ARC (9/29/04)

