Processing Sheet for Academic Appointees -

Postdoctoral Fellow or Research Associate

Please complete the following information and return to Cheryl Johnson as soon as offer is accepted

Name of appointee
______________________________________________
Faculty sponsor
______________________________________________
Title of appointee
______________________________________________
Start date (or estimated start date)
______________________________________________
Salary
______________________________________________
Account number
______________________________________________
Citizenship
______________________________________________
Ethnicity
______________________________________________
Sex
______________________________________________
Visa type (if applicable)
______________________________________________
Why is this person the best candidate? ______________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

If appointee is foreign, he/she must have a visa or work permit.  Please contact Office of International Services immediately (intlserv@indiana.edu) if your postdoctoral candidate is in need of a visa; general information is available on the web site at http://www.indiana.edu/~intlserv/.  J-1 visas are usually the easiest, fastest, and cheapest visas and can cover up to a 3-year period.  H-1B visas are much more time consuming and expensive and can take up to 4-months total processing time.  H-1B visas also require a ‘Prevailing Wage’ survey to be done first and require a minimum salary which is determined on a case by case basis by the U.S. Dept. of Labor.  To obtain the minimum wage, please contact Erin Clark at International Services (ph:  856-2619; e-mail: elkeppel@indiana.edu).  The visa must be for employment at Indiana University and not for another US institution (practical training status can be transferred but still takes special handling).  A copy of the offer letter is required to accompany a visa/work authorization.

An IU Offer Request must be processed through Affirmative Action and Dean of the Faculties, prior to the official start date, for which a C.V. must be attached.  Provide a copy of his/her C.V. with the above information.  Each appointee also must complete two forms (ED and PS) and submit them as soon as possible after the offer has been accepted.  These forms are available on the following web site: http://www.indiana.edu/~uhrs/hrms/ppforms.html.  

Benefits:  For 12-month academics, the vacation policy provides a one-month vacation each calendar year (generally interpreted as 22 working days of vacation).  Faculty Council discussions suggest that an appointee should be expected to work a full year before being eligible for the first vacation.  They are not cumulative.  
