NCI-FREDERICK CHECKLIST:  RENEWAL – SPECIAL VOLUNTEER
LEAD TIME TO ARC:  7 WEEKS 

If Visa assistance is required, 4 months

Candidate’s Name:       
Effective Date:       
Prepared by:       
	N/A
	Complete
	
	Required Form/Document

(assemble package as follows)
	Remarks

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.
	NIH-590, Special Volunteer and Guest Researcher Assignment
	Above section 1, include CAN#, HNC# and indicate if visa assistance is requested.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	2.
	NIH 590-2 Special Volunteer Agreement
	Must be signed by volunteer prior to submission to the ARC.  Signature of parent or guardian required if volunteer is under 18 years of age.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	4.
	Signed Letter of Understanding
	If applicable.  Used if volunteer is from Outside Profit-making Organization.  

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	5.
	Sample Intellectual Rights Memo
	Ethics Requirement if candidate is holding position in a University or For Profit organization.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	6.
	Updated CV and Bibliography
	Include all NIH service.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	7.
	Personnel Data Sheet
	Only required if changes. 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	8.
	Parental Consent Form
	To be used if under the age of 18.


For Foreign Individuals Also Include

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	9..
	DIS Checklist
	Include requirements from this checklist.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	11.
	Copy of Professional Degree or degree certification 

and

Certification of proof of funding on official letterhead, and, if support is $25,000 or less per annum, proof of adequate personal financial resources while at NIH.

and

Verification of health insurance with English summary of benefits.

and

If already in US, copies of immigration documents for individuals and dependents (see DIS checklist for all immigration document requirements).
	Master’s in science is the minimum degree requirement for a J-1 request.
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.


· If package requires Division Director’s approval (see delegations on ARC site), attach CCR Routeslip.
· For renewal of SV/GRs that previously have received NCI Ethics clearance, a courtesy copy should be provided to the NCI Ethics office if no modification other than extension of appointment date has been made.  If there are any other changes the package must be submitted for review prior to reappointment.
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