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

DEADLINE TO ARC:  4 WEEKS

ATTACH TO PERSONNEL PACKAGE

	N/A
	Complete
	
	Required Form/Document

(assemble package as follows)
	Remarks

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.
	Program Terminating Memo to ISB 

(if foreign Special Volunteer)
	(Not required for those on B-1/WB visa issued by NCI ARC Delegate.)

	 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 system (if you have access) or give to ARC for input.  Include termination date and name, and phone number of program contact.
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