Name of Employee/Fellow:        
Type of Appointment:       
Effective Date:       
Prepared by:       
NCI-FREDERICK NON-FTE EOD CHECKLIST   ** SUBMIT COPY TO ARC AFTER COMPLETION**

	N/A
	Date

Completed
	
	Required Action
	Remarks

	 FORMCHECKBOX 

	     
	1.
	Complete Personnel Data Sheet 
	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.
	Complete SF-3881, ACH Vendor/Misc. Payment Enrollment Form (PDF) (Word)
	Complete within 3 days of EOD.  

	 FORMCHECKBOX 

	     
	5.
	Schedule physical with OHS (x1096) & have fellow/employee complete these forms:

Medical Surveillance Info. Sheet


OHS Employee Info. Form
Report of Medical History  
	For Summer Student requirements, please refer to the appropriate summer CRTA checklist.
Report of Medical History must be completed by the employee before he/she reports for his/her physical examination.

	 FORMCHECKBOX 

	     
	6.
	Complete Appointment Start Date Confirmation Form if non-FTE is a foreign scientist
	ISB accepts walk-in appointments for new foreign appointments.  Fellow must bring the Appointment Start Date Confirmation form & FPS documents.  For procedures review:  http://www.nih.gov/od/ors/dirs/isb/initialarrival.htm 

	 FORMCHECKBOX 

	     
	7.
	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 within first 2 days of employment.  NOTE: Summer students may not receive an ID Card/Cardkey until they receive security clearance.  The Lab will be notified when the security clearance through OPM.

	 FORMCHECKBOX 

	     
	8.
	Prepare Key Request memo
	Include Core # on lock.  Submit to Roberta Brown, Bldg. 426.

	 FORMCHECKBOX 

	     
	9.
	Prepare Travel Voucher SF1012 for EOD expenses
	If applicable.

	 FORMCHECKBOX 

	     
	10.
	Schedule Safety Orientation
	Required for all new employees/fellows/volunteers. 

	 FORMCHECKBOX 

	     
	11.
	Schedule Radiation Training and Request Radiation Badge
	If applicable.

	 FORMCHECKBOX 

	     
	12.
	Submit NCI-Fred email application
	FAX to LAN Office x5762.  Once e-mail address is obtained, input in CYBORG or notify ARC of e-mail address to input into CYBORG.

	 FORMCHECKBOX 

	     
	13.
	Add employee to NEDs
	If you have edit access in NEDs.

	 FORMCHECKBOX 

	     
	14.
	Complete Signature Authorization form for access to centers
	If required.

	 FORMCHECKBOX 

	     
	15.
	Send e-mail to Alicia Troxell (Mailroom) to establish employee mailing address
	Include employee’s name, building, room, extension, and supervisor.

	 FORMCHECKBOX 

	     
	16.
	Complete NIH Online Orientation (NOO)
	This is a mandatory requirement.

	 FORMCHECKBOX 

	     
	17.
	Employee must complete NIH Computer Security Training.
	This is a mandatory requirement.

	 FORMCHECKBOX 

	     
	18.
	a)  All new employees must complete the NIH Ethics Training.

b)  Scientific Staff (except for summer students) must also complete the NIH Research Ethics Training.

c)  Summer Students must take the NCI-Frederick Scientific Ethics Training 
	This is a mandatory requirement.


NCI-Frederick ARC (12/12/06)
