Name of Employee:       
Type of Appointment:       
Effective Date:       
Fellowship #:       
     NCI-FREDERICK CHECKLIST:  FPS ACTIONS FOR “RENEWALS” AND/OR PAY ADJUSTMENTS (CRTA/SCRTAS/VF) CURRENTLY PROCESSED IN FPS

	N/A
	Date

Complete
	
	Required Action
	Remarks

	 FORMCHECKBOX 

	     
	1.
	Secretary uses FUT/REN to renew award in FPS and prints “Fellowship Request” (update salary, changes to health plan, CAN, etc.)


	Secretary obtains Sponsor’s signature and submits Fellowship Request with package

	 FORMCHECKBOX 

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

Note: Once Approving Official Approves/Obligates, the Renewal is system-activated – no Activation process is needed

	 FORMCHECKBOX 

	     
	3.  
	Note:  If this is the final renewal for the fellow, notate on the Fellowship Activation notice that prints that this is a final renewal and state last permissible date in status.  This is a NIH requirement.
	

	 FORMCHECKBOX 

	     
	3.
	Approving Official sends the Fellowship Activation and the Health Insurance Forms to secretary
	Secretary obtains signatures and returns to Approving Official

	 FORMCHECKBOX 

	     
	4.
	Approving Official forwards original Health Insurance Forms to FAES
	FAES, 10/B1C18 (Attn:  Julie Willis)

	 FORMCHECKBOX 

	     
	5.
	FAES will approve and return copy to Approving Official.  FPS will only need to be updated/approved if a change is made in the selection of benefits.
	

	 FORMCHECKBOX 

	     
	6
	For Visiting Fellows only:  

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


	If the work authorization date is less than the award end date, the FPS will not pay beyond the work authorization date


NCI-Frederick ARC (3/6/03)






