Candidate’s Name:       
Award Number:       
Effective Date:       
Prepared by:       
NCI-FREDERICK CHECKLIST:  PAY ADJUSTMENT – VISITING FELLOW

(Only to be used when pay adjust date differs from renewal date)

DEADLINE TO ARC:  3 MONTHS

ATTACH TO PERSONNEL PACKAGE

NOTE:  Unless notified, a pay adjustment of $1,630 will automatically be processed by ISB/FIC for completing the 1st year of a 2-year award, or the 4th of a 5-year approved J-1 extension period.  No action is required on the part of the Division.

Pay adjustments for Supplemental Visiting Fellows will not automatically be processed.  They need to be requested at the same time as the appointment renewal.

An additional one-step increase of $1,630, for exceptional progress in the training assignment, may be considered within the Division’s annual fiscal year allocation.  Consult with servicing Administrative Officer.  (Note: CCR Policy for exceptional pay requests is under development.)

	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


	To Division Director (through other appropriate program officials) from Sponsor.  The Division ARC Manager must sign the memo.

The memo should justify the exceptional pay request and be supported by documented, exceptional accomplishments.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	3.
	Updated CV and Bibliography
	See Red Book section on CV/Bibliography.
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