

JET PROPULSION LABORATORY		INTEROFFICE MEMORANDUM
									[Today’s Date]



TO:		Daniel McCleese, Chief Scientist

FROM: 	[Advisor name]

SUBJECT: 	Request for appointment of [postdoc program name]

Cc: 		Rowena Kloepfer, M/S 180-604, x4-3649


This memo requests that Dr. [candidate’s name] be appointed [postdoc program name] at JPL for one year, with the possibility of renewal for a second year, starting  [proposed start date]. The work planned is [brief statement].

Work to be performed

[1st paragraph - detailed description of the work to be performed.]

[2nd paragraph – describe qualifications of the postdoc.]

[Last line - state where the post doc will be located.]


Recruitment Effort

[A rationale for selecting this applicant]

Resumes of other final candidates that were considered are included. There were [number] applications received and [number] candidates interviewed. An advertisement was placed on the following [#] of sites or magazine:

[State here where the ad was posted] 

Contact Information

[The advisor’s name, MS, phone, and email address]

Support

The proposed salary is [$52,000.00/yr is base + $1,500 for each year past PhD]. We will also cover relocation expenses not to exceed [please use discretion in determining the amount for travel expenses]. Details of support are described in the ‘Funding Plan’.



APPROVALS:



________________________				_______________________
[Name] 		Date					[Name] 		Date
Manager, Section (number)					Manager, Division (number)



________________________				_______________________
Postdoctoral Office						Date



________________________				_______________________
Office of the Chief Scientist					Date




Attachments

1. CFMR Report
2. Postdoc’s CV
3. Advisor’s list of publications
4. Resumes of other final candidates
5. Copy of job advertisement

FUNDING PLAN

Note to Advisors and Administrators: This funding plan is intended to layout the support for the postdoc for the duration of the appointment requested. You must verify the account number’s (Project/Task) validity and funding availability to cover the duration of the appointment. Each JPL account number provided will be established as its own Interdivisional Authorization (IA). This funding plan must provide 100% of the support for the postdoc’s appointment. A less than 100% commitment will result in rejection of the request. 

Up to 2 accounts may be used to support the postdoc.  Incremental funding of IA(s) may be granted upon approval from the Postdoc Office as an exception on a case-by-case basis. Please include a print out of each account’s Cost and Funds Management Reporting (CFMR) statement.

IMPORTANT: Administrators and Advisors are expected to track the postdoc’s budget.

Appointment Budget Worksheet
The worksheet below is an Excel sheet. 
Please double click to use and fill in the orange fields.
                           

                                             

ALLOCATION DETAILS

	Proj/
Task#
	Funds
Balance
	Proj 
End Date
	Task 
End Date
	Task Order 
End Date
	Amount to Encumber
	Months to Cover
(MM to MM)
	% of Effort

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	



Account 1: Statement of Work (2-3 sentences) 
*NOTE: Statement of Work can be similar but not identical to the Statement of Work below.






Account 2: Statement of Work (2-3 sentences)
Account 2: Statement of Work (2-3 sentences) 
Account 2: Statement of Work (2-3 sentences) 
*NOTE: Statement of Work can be similar but not identical to the Statement of Work above.












Please state reason for the necessity to incrementally fund. Indicate which account # will incrementally fund the IA.









I [advisor name], hereby acknowledge and agree with the aforementioned funding plan.

A new Funding Plan form will be submitted in the event of necessary modifications to the above.


Advisor Signature: ________________________________ Date: _______________________



Administrator/Preparer Name: ________________________
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EXPENDITURE NAMES

FY 11

RATES AMOUNT

Salary

Caltech Benefits  27.5% $0.00

Caltech Overheads  25.8% $0.00

Labor Cost $0.00

Relocation Amount (max $15k)

Caltech Overheads  25.8% $0.00

H1B Visa Filing  (regular) $825.00

H1B Premium Processing$1,225.00

Caltech Overheads  25.8% $0.00

GRAND TOTAL $0.00

Monthly Labor Cost $0.00


Microsoft_Office_Excel_97-2003_Worksheet1.xls
Sheet1
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