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CCR CHECKLIST FOR TITLE 42 RENEWAL WITH NO DURATION ISSUES
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ATTACH TO PERSONNEL PACKAGE

	N/A
	Complete
	
	Required Form/Document

(assemble package as follows)
	Remarks

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.
	CCR Routeslip
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	2.  
	Renewal Memo 

	Check delegations on website to determine who the memo should be addressed to and who may approve

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	3.
	BMS printout showing staffing for PI 
	ARC to complete

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	4. 
	Capital HR Action 
	ARC to complete

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	5.
	Personnel Data Sheet
	Only required if changes.  Input information into CYBORG database (if you have edit access) or send to ARC to input.  Submit copy to ARC for files.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	6.
	If terminal year, include termination memo 
	Link is a sample DDIR memo that you need to customize


For Foreign Individuals Also Include

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	7.
	NIH 829-1 form “Request for Appointment to NIH Visiting Program”
	Include HNC under #2

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	8.
	Copy of Professional Degree 


	Degree must be accompanied by certified English translation (except for Latin).  

Certification must state that degree requirements have been fulfilled and date on which degree will be conferred.  Certification must be signed by Dean/Academic Registrar/Chancellor and on institution letterhead

If translated by independent person, must contain the following statement:

“I certify that I am competent to translate from (insert foreign language) into English and that this is a true English translation of the attached document in the (insert foreign language) language.”  Must be signed and dated with name and title typed below.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 9.
	CV and Bibliography
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	10.
	H-1B Petition Worksheet
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	11.
	H1-B Labor Condition Application (LCA) Attestation Form
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	12.
	H-1B Petition Letter
	Contact ARC for sample letter

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	13. 
	Copies of immigration documents 
	I-94 (front and back), Entry visa, and Passport ID information pages for fellow and dependents

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	14.
	Petition fee check or money order 
	To be collected from fellow after CCR or NIH approval
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