JET PROPULSION LABORATORY                               

            INTEROFFICE MEMORANDUM

[Today’s Date]
TO:

Office of Protective Services

FROM:

University Research Affairs on behalf of 

[Name of Advisor], Section [#], ext: [#]
SUBJECT:
[postdoc program name] –[Name of Postdoc]
Name of Supervisor:

[Name of person who is the technical cognizant host/sponsor of the postdoc – not line manager, BAM, or group sup – must be a U.S. Citizen]

Name, Address, Phone Number and e-mail of Foreign National:

Name
Address
Phone:  
E-mail: 

Citizenship:
Type of Visa the Foreign National will have while at JPL:
The Candidate has or will obtain a [TYPE OF VISA] visa.
Copy of the candidate’s passport

See attached

Resume/CV of the Foreign National

See attached

Affiliation of the Foreign National

Unique Contribution of the Foreign National compared to a U.S. person:

[Make sure to emphasize what qualifies this person over a U.S. person. For example: specific expertise; only applicant that applied for position; or no other US person found to be qualified to do the job. Include the following: (1) name of the JPLer responsible for selecting the candidate, (2) the number of applications received, (3) the number of candidates interviewed, (4) detailed description of the recruitment effort made, specifically where has the job opening been advertised, and (5) a brief rationale for selecting this applicant.]
Who is paying for the Foreign National’s stay?

[Specify here the Project and Task No. and name of project is desirable]

Detailed description of the tasks the Foreign National will perform: (in depth)

[Explicitly state here whether the research is basic and fundamental and the various instruments the candidate will use for the research and whether the available data to the candidate is also available to the public or open peer reviews.] 
Will the results of the task be published as part of a thesis? 

[Yes or No]

Does the proposed task satisfy a degree requirement for the Foreign National’s graduate study?

[Yes or No]

A description of the state of technology in this field of work:

[Explicitly state here whether there is or no new technology involved in this research.]
The technical information, hardware and software to which the Foreign National will have access in order to perform the task:

[Specify any computer related access such as: Basic Microsoft Office Suite for data processing and manuscript preparation, Internet browser for e-mail and basic internet use]
The proposed duration of stay and approximate start date:

Start date: [MM/DD/YYYY] to [MM/DD/YYYY]
Planned work location

[Put at least the building this person will be working in]

The names of people who will be in regular contact with the Foreign National:

[Names of technical people and managers. Please NOTE: The persons you include here will be required to sign a non-disclosure form as part of the ITAR/Export Compliance requirements.]
Name of NASA HQ Program contact and code:

[Specify the name and code]
Cc: [Name of Division Manager], Division Manager (Div #)


Attachments:

(1) Passport 
(2) Visa 
(3) Resume/CV

(4) Foreign National Computer Access 
