POSTDOC EMPLOYMENT ACTION COVER SHEET

HIRING UNIT:       
for Postdoctoral Fellow/Trainee (job code 1438)


CONTACT:       








PHONE/EMAIL:       








HR ORG #:       
EFFECTIVE DATE: M     D      FORMDROPDOWN 

EMPLOYMENT ACTION:    FORMDROPDOWN 


ACTION REASON:   FORMDROPDOWN 

NOTES:       





EMPLOYEE NAME:       


EMAIL:      



EID:       
POSITION #:        
NEW VISA:   FORMDROPDOWN 
  COUNTRY OF ORIGIN:       
DATE DR. DEGREE EARNED: month if known        year    

MENTOR NAME:      


MENTOR TITLE:   FORMDROPDOWN 
       
% TIME:  100%

LENGTH OF APPOINTMENT (IF less than 12 months):         
ANNUAL SUPPORT: $     
INITIAL FUNDING SOURCE[S] complete all that apply:  
PAYING BENES ONLY:  FORMCHECKBOX 
 

Speedtype:      
IF T32orF32, check box:   FORMCHECKBOX 
   
annual $ amt:      




Speedtype:          
IF T32orF32, check box:   FORMCHECKBOX 
   
annual $ amt:      






External source[s]:      




annual $ amt:      
OTHER FUNDING PROVIDED:  MOVING EXPENSE $        TRAVEL FUND $        OTHER  $      














date received
               submitted to PDO

pending

n/a
 to be completed by PDO
DOCUMENTS:
LETTER OF OFFER



 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

________________


ADDENDUM TO LETTER OF OFFER

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

________________


CURRICULUM VITAE


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

________________


JOB DESCRIPTION


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

________________


PROOF OF DEGREE


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

________________
BACKGROUND CHECK VERIFICATION
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

________________
PETITION FOR EXCEPTION


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

________________


NIH “STATEMENT OF APPOINTMENT”
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

________________



TERMINATION DOCUMENT

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

________________


ADDITIONAL PAY FORM


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

________________


OTHER:       



 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

_______________
For PDO use only:


Received on time __  missed deadline__  Returned for correction/completion of: _____________________________





Resubmission received___________


Reviewed and given to Dean for sig _________


Returned from Dean ____________


LOO/ADD scanned/copied & returned to dept for empl sig ____________


Placed on DPAR for _________	  OGC notified _________


Final materials received ___________	fully-signed doc scan________


Approved on HRMS _________	 (delayed due to SSN__  visa__  POD__  other_______________)


Dept notified __________


Database entry _________	


Listserve & email welcome __________	    mentor listserve__	   


ST exception check __	master list__  request to PBS__


POD reminder list addition ___


Personnel file created__	declined__	offer rescinded______





APF sent to HR & PBS ________  move exp sent to FIN _______	





Exit interview requested________	scheduled for ______________________________	notes attached___


Term for cause entered on DPAR for ____________


Removed from listserve ________


Database updated _________


File moved to archives ________








