Standard Operating Procedures
This SOP was developed by ARC DCEG and is provided as a resource for other ARCs


Recruitment - Title 42 – Research Fellows (Domestic)
Applies to appointments with salaries in Tercile 2 and 3

1) Program submits completed package to Administrative Officer (AO)

Includes:

· Memo addressed to NCI Director

· CV and Bibliography

· Other documents specific to type of appointment (ex: recommending letters, degree, etc.)

*(If changes or corrections required – should be returned to the program to correct)*

2) AO reviews for accuracy and completeness.  

3) AO forwards package to the ARC Manager.
4) ARC Manager obtains Division Director’s approval and forwards to the  Associate Director for Administrative Operations.
5) The Associate Director for Administrative Operations reviews and forwards to the Executive Secretary of the NCI IC standing committee, who schedules a review date.  Note:  A package must be received at least 5 days prior to the next scheduled meeting.  The IC standing committee meets the 2nd and 4th Thursday of every month.  
6) The Committee reviews and forwards the package to the NCI Director with recommendations.
7) NCI Director approves/disapproves and the package is returned to the ARC. 

8) The ARC Administrative Officer requests that the Branch/Program initiate the action in EHRP.
9) The AO approves the action in EHRP and forwards the request to the OHR    Personnel Management Specialist for final processing. 
10) The OHR Personnel Management Specialist notifies the ARC of the official Entrance on Duty (EOD) date.
· Note:  Each ARC member is responsible for updating status log before action leaves      

                  their desk.
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