Name of Employee:       
Type of Appointment:       
Effective Date:       
Fellowship #:       
NCI-FREDERICK CHECKLIST:  FPS ACTIONS FOR TERMINATION (CRTA/SCRTA/VF)

	N/A
	Date

Complete
	
	Required Action
	Remarks

	 FORMCHECKBOX 

	     
	1.
	Secretary uses “FUT TRM” to enter in FPS

- Enter effective date of termination

- Review Address Screen and enter a forwarding address for the fellow
	State in remarks one of the following:

1) Fellow leaves NIH at end of Award period or

2) Fellow leaves NIH before the end of the Award period

· 

	 FORMCHECKBOX 

	     
	2.
	Approving Official approves request – Termination form will be printed 
	Termination form is faxed to FAES & OFM only if the fellow is leaving early.  If  money is owed, then the fellow should hand carry the termination notice and payment to OFM and FAES.

	. FORMCHECKBOX 

	     
	3.
	Approving Official sends copy of form to secretary
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