UCSF Departmental Postdoctoral Scholar Appointment Preparation Checklist
Use Prior to Creating Your HR Service Request (SRS) Ticket
Processing Times:   (Requests should be submitted as far in advance as possible.)

Postdoctoral Scholar without visa – 3 weeks

Postdoctoral Scholar with Visa (once SRS ticket is complete):
· J-1 Visa – 4 months
· E-3 Visa (Australian Nationals) – 4 months

· TN Visa (Mexico and Canada) – 4 months
· H-1B Visa – 8 months or 4 months with premium processing (additional $1,225)
Appointee Information (Enter this data on the SRS Fundamentals Tab)
New Appointment / New Hire   FORMCHECKBOX 
  Reappointment / Renewal  FORMCHECKBOX 
   
Proposed Appointee Name:  
Proposed appointment start date:       

End Date:       
Email Address  
Is the proposed appointee a US citizen or Permanent Resident? 
 FORMCHECKBOX 
    Yes    FORMCHECKBOX 
    No   
(If Yes, skip to Appointment Type)

Does the proposed appointee currently hold a Visa?   FORMCHECKBOX 
   Yes     FORMCHECKBOX 
    No 
If Yes, what type? 
Does the proposed appointee require a Visa?  FORMCHECKBOX 
    Yes     FORMCHECKBOX 
    No
Will the visa be paid by the Department?  FORMCHECKBOX 
    Yes     FORMCHECKBOX 
    No (Department is required to pay for H visas)
Will the proposed appointee bring dependents?  FORMCHECKBOX 
    Yes   FORMCHECKBOX 
    No  If Yes, how many? 
Will the proposed appointee participate in any clinical activity?     FORMCHECKBOX 
    Yes     FORMCHECKBOX 
    No  

If yes, please contact the HR Shared Services for consultation.

Appointment Type Requested (Enter on the SRS Fundamentals Tab):

Postdoc:


 FORMCHECKBOX 
   Postdoc-Employee (Paid by UCSF, not through a fellowship)

 FORMCHECKBOX 
   Postdoc-Fellow (Individual awarded a fellowship)

 FORMCHECKBOX 
   Postdoc-Paid Direct (Paid by home institution - not self-funded)

Description of duties performed while at UCSF (Enter in the SRS Comments Tab): ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Funding (Enter on SRS Supplemental Tab):  
Note: Salary for Postdoctoral Scholars must meet required NIH and Contractual minimums.
Proposed annual salary: $
(An additional expense of up to 22% will be charged for benefits)  
Salary – Source of funding (provide DPA/Fund where applicable)
 FORMCHECKBOX 
 UCSF Contracts and Grants (PI funding):      
(Title Code 3252)
 FORMCHECKBOX 
 Training Grants or approved Fellowship:          (Title Code 3253)
 FORMCHECKBOX 
 Home Institution Funding:  Amount:          (Title Code 3254)
Benefit Charges – Source of funding 

Fund-DeptID – Project-Function-Activity Period:      
Incidental Expense Charges – Source of funding  
ID Badge Fees Fund-DeptID – Project-Function-Activity Period:      
Visa Expenses Fund-DeptID – Project-Function-Activity Period/Speed Type:         
Required Attachments (Upload Using the SRS Attachments Tab):

 FORMCHECKBOX 
   Recent CV 
· If the candidate has not yet completed their PhD, they will need to be able to provide Proof of Successful Defense of Thesis

 FORMCHECKBOX 
   Copy of Passport ID Page (For Non-US Citizens) 

 FORMCHECKBOX 
   Copy of Fellowship Award (If Postdoc Fellow)

 FORMCHECKBOX 
   Proof of Funding Letter from Home Institution (If Postdoc-Paid Direct or Visiting NFA)
Departmental Approvals (Following your internal departmental approval process, ensure the required Approvers are added as Approvers on the SRS ticket on the SRS Approval and Routing Tab):
	POSTDOC DESCRIPTION OF SERVICE (DOS) CODES

	Payroll Title
	Title Code
	Salary DOS Code
	Salary Description
	Funding Type
	Benefits DOS Code
	Benefits Notes

	Postdoc Employee


	3252
	REG
	Regular Pay
	Wages – paid by PI
	
	Paid by PI – charged to REG funding

	
	
	PDS
	Supplement
	Wages – paid by PI
	
	Paid by PI – charged to PDS funding

	Postdoc Fellow

Scholarship
	3253
	FEN
	US Citizen or Permanent Resident
	Stipend:

· Scholarship, Fellowship or

· Training Grant 
	PDW
	Paid by PI; depending on Fellowship guidelines, Fellowship funds might be used for benefits cost

	
	
	FEL
	Nonresident Alien
	
	PDW
	

	Fellowship

Training Grant 
	3254
	PDE
	Monthly External Pay
	Non-Paying DOS code.  Used to record monthly pay from external source
	PDW
	Paid by PI or Home Institution – refer to funding letter from Home Institution

	
	
	PDW
	Postdoc paid directly through Home Instituation
	Non-Paying DOS code.  Used  to charge employer benefits to a fund source other than the fund source for Postdoc Fellows (3253) or  Postdoc Paid Direct (3254)
	PDW
	Note:  :  Benefits are considered compensation. PostDoc is billed for the benefits cost and is liable for taxes on the benefits cost.  


