Appointment Request Memo for Office of the Chief Scientist
	POSTDOC NAME:
	

	TYPE OF PROGRAM:
	

	APPOINTMNT DATES:
	

	ADVISOR:
	

	ADMIN/SECRETARY:
	


	NEW APPOINTMENT
	
	RENEWAL

	Caltech Postdocs and JPL Postdocs only
	
	Caltech Postdocs / JPL Postdocs only

	 FORMCHECKBOX 

	Planned activities for Postdoc
	
	 FORMCHECKBOX 

	Revised resume/CV

	 FORMCHECKBOX 

	Proposed salary
	
	 FORMCHECKBOX 

	Memo to OCS

	 FORMCHECKBOX 

	Work location
	
	
	

	 FORMCHECKBOX 

	Recruitment Effort
	
	NASA Postdoctoral Prog – 2nd year

	 FORMCHECKBOX 

	Reason why candidate was selected
	
	 FORMCHECKBOX 

	Application for Renewal

	 FORMCHECKBOX 

	Advisor’s contact information
	
	 FORMCHECKBOX 

	Advisor Evaluation

	 FORMCHECKBOX 

	CIT only: Amt. of relocation allowance (if any)
	
	
	

	Attachments
	
	NASA Postdoctoral Prog – 3rd year

	 FORMCHECKBOX 

	Candidate’s vita and qualifications
	
	 FORMCHECKBOX 

	Application for Renewal

	 FORMCHECKBOX 

	Approved job ad
	
	 FORMCHECKBOX 

	Advisor Evaluation

	 FORMCHECKBOX 

	Statement of Work (SOW)
	
	 FORMCHECKBOX 

	FORMAT 2

	 FORMCHECKBOX 

	CV/Resume of Selected
	
	 FORMCHECKBOX 

	Memo to OCS

	 FORMCHECKBOX 

	List of advisor’s publications
	
	 FORMCHECKBOX 

	Email copy from SMD contact

	 FORMCHECKBOX 

	Resume of candidates (atleast 1,
	
	
	for authorization to use WBS#

	
	no more than 5)
	
	
	


	OFFICE OF THE CHIEF SCIENTIST APPROVED:
	








Appointment Letter Checklist


