Name of Employee:       
Type of Appointment:       
Effective Date:       
Fellowship #:       
NCI-FREDERICK CHECKLIST:  FPS ACTIONS FOR NEW APPOINTMENTS AND/OR PAY ADJUSTMENTS (CRTA/SCRTA/VF)

	N/A
	Date

Complete
	
	Required Action
	Remarks

	INITIAL REQUIREMENTS -- “PRE-ACTIVATION”



	 FORMCHECKBOX 

	
	1.
	Secretary uses “ADD” code to enter award in FPS and prints “Fellowship Request”
	Secretary obtains Sponsor’s signature and submits Fellowship Request with package

	 FORMCHECKBOX 

	
	2.
	Approving Official signs Fellowship Request and reviews/approves FPS request (PF3 key)
	System will print the Fellowship Activation and Election of Health Insurance Forms

	 FORMCHECKBOX 

	
	3.
	Approving Official sends the Fellowship Activation and the Health Insurance Forms to secretary
	  

	 FORMCHECKBOX 

	
	4.
	Secretary has sponsor sign Fellowship Activation form and returns to Approving Official
	

	UPON ENTRANCE ON DUTY --   “ACTIVATION”



	 FORMCHECKBOX 

	
	5.
	For Visiting Fellows only:  

· FIC interviews fellow and validates visa status

· FIC enters work authorization dates, when applicable, tax treaty address in FPS

· If required, FIC provides SS-5 “Application for SS Card”


	FPS needs to be updated by FIC before Approving Official can activate award

	 FORMCHECKBOX 

	
	6.
	When Fellow EODs, the secretary:

· updates FPS with a local address

· provides fellow the ACH form (SF-3881)

· schedules appointment with FAES

· provides fellow with Health Insurance Forms to take to FAES
	Send ACH form to ARC immediately

	 FORMCHECKBOX 

	
	7.
	Approving Official changes award dates if necessary and “Activates” the award
	Retain top copy for files

	 FORMCHECKBOX 

	
	8.
	ARC faxes ACH form to OFM (301-402-1025)
	Write FPS # on top of form

	 FORMCHECKBOX 

	
	9.
	When fellow returns from FAES, the secretary enters Health Insurance information in FPS and Approving Official approves in FPS
	Send original to ARC within 7 days of EOD

	 FORMCHECKBOX 

	
	10.
	Once foreign fellow receives SSN, secretary updates FPS and Approving Official approves in FPS
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