Departmental Employment Info & Process Checklist for
Postdoctoral Fellow/Trainee (job code 1438)

Employee name:   
  










EID:  




Contact email or phone:  

 

Employment action:  ___new hire    ___transfer    ___change start date   ___salary increase/decrease    ___FTE change    
___termination    ___LOA
  ___additional pay     ___other: 


Effective date: 

Position #: 


Mentor: 

Salary : 



Funding source:

FTE:



Notes:  
DATE
STEPS COMPLETED:

_____
Document (offer/addendum/termination/exception petition) routed for departmental signatures
_____
Background check process begun (for new hires & employees who haven’t had one done in 3 years)
 
_____
Accompanying documentation collected


For PDO:  ___ PEAP (ALWAYS)


At hire/transfer:   ___LOO   ___CV    ___ JD   ___BGC   


For annual salary increase:  ___eval rating sheet  OR ___add ltr &  ___CV   OR ___ SOA
Appointment change:  ___ add ltr & ___necessary backup documentation
LOA: ___ HRMS job notes (include approximate return date or length of LOA)
Additional pay:  ___APF OR ___add ltr 


Termination:   ___ official termination doc   (resignation ltr, dept term notice, visa exp, etc.) 



Exception petition:  ___ltr fr Postdoc   ___memo/ltr fr dept w/sigs
For ISSS at hire (if foreign national):  ___ original ofr ltr   ___ DS-2019 request   ___Candidate’s passport ID page





___FED EX air bill 

For OGC (as applicable):  ___ Statement of Appointment at hire & annual salary increase (on NIH Training grants)
 ___other: ____________________
_____
Hiring/addendum packet or other communication sent to PDO

_____
Pkt to OGC
_____
pkt to ISSS
_____ FML pkt to HR 

_____
Obtained employee signature on returned original offer/addendum letter

_____
Sent scanned copy of fully-signed letter to PDO 

_____
HRMS updated:  ___Position data   ___Funding distribution   ___job data   ___job notes written
_____
PDO notified that HRMS job data is ready for approval


_____
Set up new employee for required training

___New Employee Orientation   ___ Preventing Sexual Harassment   ___ lab safety  ___Research Ethics  

___Other: __________________________________________________
_____
Obtain logistical items for new employee  

___email   ___ID badge   ___keys   ___parking   ___ofc space   ___computer    ___copier code   
___other: __________________


