Candidate’s Name:       
Award Number:       
Effective Date:       
Prepared by:       
Advance Requested:   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

NCI-FREDERICK CHECKLIST:  APPOINTMENT – VISITING FELLOW

DEADLINE TO ARC:  5 MONTHS – If not in U.S. / 5-6 MONTHS – If in U.S.

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.
	Recommendation Memo

Memo must summarize:

a. the type of appointment requested;

b. name of supervisor;

c. description of research training plan;

d. qualifications of candidate.
	Only required when fellow has more than 5 years postdoctoral experience.

To Deputy Director, NCI from Sponsor for appointment of Fellow with more than 5 years postdoctoral experience of which no more than 5 years is relevant (consult with AO).

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	3.
	NIH 829-2, Request for NIH Visiting Fellowship Award (Word form) (and applicable attachments)

NIH 829-2, Request for NIH Visiting Fellowship Award (PDF form) (and applicable attachments)

or

NIH 829-7, Request for NIH Supplemental Visiting Fellowship Award (and applicable attachments)

and

Copy of Supplemental Fellowship Agreement
	Include HNC# in item 4.

Used in place of NIH 829-2 when Fellow has supplemental funding.

For Supplemental Predoc Awardees:  Written agreement from school and written authorization from Designated School Official for F-1 immigration matters or J-1 Exchange Visitor Program.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	4.
	FPS Generated Appointment Forms
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	5.
	Copy of Doctoral Degree (must include MD & PhD if Fellow has both)

Or

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

Certification must state that degree req. 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 CHECKLIST:  APPOINTMENT – VISITING FELLOW, cont.

DEADLINE TO ARC:  5 MONTHS – If not in U.S. / 5-6 MONTHS – If in U.S.

ATTACH TO PERSONNEL PACKAGE

	N/A
	Complete
	
	Required Form/Document

(assemble package as follows)
	Remarks

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	6.
	CV and Bibliography
	See Red Book section on CV/Bibliography.  Must include full name and mailing address, education, and all research experience in US and abroad (paid & unpaid).

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	7.
	Three Letters of Reference
	Letters must be dated within 1 year from date of award request.  Email references are acceptable.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	8.  
	Training Plan
	Obtain Fellow’s signature prior to submission.  (Fax copies acceptable with original to follow.)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	9.
	Calculation of Non-Tenured Postdoctoral Status Form
	Used only if applicant has previous non-tenured time at NIH.  Refer to Red Book section on NIH Duration Policy.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	10.
	Non-FTE EOD Checklist
	Review this checklist for additional requirements

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	11.
	JVERC Renewal Package
	Required if end date will exceed 3 years of J-1 status.  See the technical advisory for guidance and contact the ARC for initial requirements.


NCI-Frederick ARC (10/8/2004)

