Candidate’s Name:       
Effective Date:       
Prepared by:       
NCI-FREDERICK CHECKLIST:  TERMINATION  – 

RESEARCH FELLOW OR RESEARCH FELLOW (VP)

LEAD TIME TO ARC:  4 WEEKS 

ATTACH TO PERSONNEL PACKAGE

	N/A
	Complete
	
	Required Form/Document (assemble package as follows)
	Remarks

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.
	Letter from employee to include termination/resignation date and non-business forwarding address
	Signed by Lab Chief

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	2.
	NIH-829-5, Notification of Termination of Visiting Program Participant 
	For Visiting Program Staff

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	3.
	Capital HR, Request for Personnel Action
	ARC will complete

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	4.
	NCI-Frederick Clearance of Personnel for Separation or Transfer
	Fellow must hand carry to required offices.  


NCI-Frederick ARC (1/24/08)







