Name of Employee:        
Award Number (if applicable):       
Type of Appointment:       
Effective Date:       
Prepared by:       
NCI-FREDERICK NON-FTE EOD CHECKLIST

** SUBMIT COPY TO ARC AFTER COMPLETION**

	N/A
	Date

Complete
	
	Required Action
	Remarks

	 FORMCHECKBOX 

	
	1.
	Complete Personnel Data Sheet 
	Input information into CYBORG database (if you have edit access) and send ARC a copy within 3 days of EOD.

	 FORMCHECKBOX 

	
	2.
	Complete SF-181 RNO form
	Send original to ARC within 3 days of EOD.

	 FORMCHECKBOX 

	
	3.
	Complete SF-256 Self-Identification of Handicap form
	Send original to ARC within 3 days of EOD.

	 FORMCHECKBOX 

	
	4.
	Schedule physical with OHS (x1096)  
	Have fellow/employee complete medical and serum save forms prior to appointment.  For appointment of 1 year or less – only the serum save is required.

	 FORMCHECKBOX 

	
	5.
	Complete ID Card / Cardkey requests
	Labs with delegated authority can sign, otherwise send to ARC for signature.  Employee takes ID card and cardkey request to Sharon Fritz, Bldg. 426, between 9:00 and 11:00 a.m.

	 FORMCHECKBOX 

	
	6.
	Prepare Key Request memo
	Include Core # on lock.  Submit to Sharon Fritz, Bldg. 426.

	 FORMCHECKBOX 

	
	7.
	Prepare travel voucher for EOD expenses
	If applicable.

	 FORMCHECKBOX 

	
	8.
	Schedule Safety Orientation
	Required for all new employees (including VF, CRTAs, SCRTAs, SPV, GR, etc.). 

	 FORMCHECKBOX 

	
	9.
	Schedule Radiation Training and Request Radiation Badge
	If applicable.

	 FORMCHECKBOX 

	
	10.
	Submit NCI-Fred email application
	Contact x5555. Once e-mail address is obtained, input in CYBORG or notify ARC of e-mail address to input into CYBORG.

	 FORMCHECKBOX 

	
	11.
	Add employee to NEDs
	Contact ARC representative to verify if you have “edit” access to NEDs.

	 FORMCHECKBOX 

	
	12.
	Complete Signature Authorization form for Access to Centers
	If required.

	 FORMCHECKBOX 

	
	13.
	Send memo to Mailroom to establish employee mailing address
	Building 1050.
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