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[image: image8.png]Procedures to Obtain a Visiting Scientist or Post-Doc:

There are several programs available to recruit personnel for these positions. Recruitment and
job offers can only be done by the sponsoring institution or organization. Each has its own
process for recruitment and offers varying salaries and benefits.

Discussions with individuals that you perceive may be interested in the ORA/STAR visiting
Scientist program must be limited to general information. Do not discuss specifics such as
availability of positions, salary levels, etc.. Under no circumstances can you make a
commitment (real or implied) to hire a visiting scientist.

If you anticipate the need for a visiting scientist or Post-Doc, complete the attached form
including budget information and route it through your Team Leader and Division Chicf for
approval. If you plan to use the Cooperative Institute for Research in the Atmosphere (CIRA)
program, use the attached planning template to assist you in computing their costs. Guidance for
other programs is being developed and will be forthcoming,

If your Division Chief approves your request, he/she will forward it to the Dircctor, CoRP and
the Deputy Director, ORA/STAR. If the request is approved by the Deputy Dircctor, it will be
forwarded to our Administrative Officer, Kathy LeFevre for processing; she will contact the
appropriate organization to begin the funding and hiring process. The hiring process for each
organization is different and is governed by the appropriate state, federal or university entity. If
you have a candidate in mind, you should make them aware of the opportunity and encourage
them to apply. Under no circumstances are ORA/STAR scientists or prospective visiting
scientists to contact the organization directly.

Travel

CIRA visiting scientists are funded for two trips each year: One to attend the CIRA Retreat and
one to attend/participate in scientific conferences, discussions/seminars etc. All other travel
requests are to be funded through invitational travel orders.

If funds are provided to University Center for Atmospheric Research (UCAR) for travel, each

request must be approved by the ORA/STAR Division Chief prior to the request being forwarded
to UCAR.

Publications

Visiting scientists are expected to publish their scientific work. Funds for their publications are
included in the funding grant to CIRA.

Summary

Failure to comply with ORA policy regarding the visiting scientist program will result in denial
of your requests and/or renewal of current appointments.

Attachments
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ORA Guide to Procedures for Sponsoring Temporary Scientific Staff
Visiting Scientists, Research Associates, Research Assistants, and Interns
February 2004
The Office of Research and Applications (ORA) can sponsor visiting scientists, post-doctorates, post-masters and graduate students to provide temporary scientific staffing support on ORA research projects. 
These positions are usually filled through sponsoring organizations such as The Cooperative Institute for Research in the Atmosphere (CIRA). CIRA is the only NOAA Cooperative Institute (CI) with which ORA has a working agreement to sponsor research scientists. The procedures that the NESDIS Institutes follow to sponsor temporary visiting scientists and post-doctorates to support the institutes are provided in this guide as Appendix D.
ORA can also sponsor temporary scientists through the following organizations:

· The National Academies/National Research Council (NRC) via the NOAA/NRC Research Associateship Program
· Oak Ridge Institute for Science and Education (ORISE)

· University Corporation for Atmospheric Research (UCAR) (through NOAA’s Cooperative Agreement with UCAR)
Sponsorship requirements and procedures differ among these organizations. For the research institutes, the procedures are often governed by the policies and procedures of the associated university, which in turn, may be tied to state requirements. Requirements and procedures may also differ within an organization, depending on the level of the position, with a generally more extensive process for sponsoring a visiting foreign scientist versus a resident U.S. scientist, or a post-doctorate versus a graduate student. It is important to identify specific steps for recruiting and sponsoring through a sponsoring organization before initiating the process. 

ORA policies and procedures for sponsoring visiting scientists and post-doctorates were outlined in a June 2003 memo from Marie Colton.
 This guide incorporates the information provided in the June 2003 memo and presents additional guidance for sponsoring temporary scientific staff. As appropriate for each sponsoring organization, the information included covers sponsoring visiting scientists, research associates (for example, post-doctorates, post-masters), and research assistants or interns (for example, graduate and under-graduate students). 
General Guidelines 
This section identifies the key steps that are typically followed to locate and sponsor scientific staff for temporary positions. Attachment B supplies sample forms and checklists to assist in the planning process. 
Typically, the recruiting and sponsorship process occurs in three phases. ORA staff are involved primarily during the first two phases, as shown in Figure 1. The first phase involves the advance planning necessary to identify what staff expertise is needed and when. This planning should be carried out by ORA project managers. The second phase actually begins the process of making and approving a specific request for staff support in ORA. To initiate the third phase, ORA contacts the sponsoring organization, which then carries out most of the work to recruit a candidate. 
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Define the Project/Staff Need. The first step in the planning process is to determine which ORA research projects will require additional scientific staff, who would be sponsored on a temporary basis through an organization that can provide specialists in the field of interest. This step is best accomplished as part of the annual program planning and budget process; projects should decide what level and type of expertise is needed for each project and determine how much the position will cost. In some cases, a project may benefit from sponsoring a visiting scientist, a post-doctorate, or an individual with a similarly specialized background. In other cases, the primary goal for sponsoring temporary scientific staff may be either to promote collaboration and knowledge-sharing between ORA and entities carrying out similar or complementary research or to provide young scientists with on-the-job educational experience and training in NOAA research. To sponsor temporary scientific staff, it is necessary to establish well in advance what type of candidate is sought to meet the project needs and goals and when the candidate is needed. The following questions should be addressed as part of the planning process:
· What does the job entail? What are the responsibilities and restrictions for the position?

· What knowledge, skills, experience, and abilities are needed to perform the job? How can they be measured?

· What level of training/experience is needed? 
· A visiting scientist with specific, in-depth expertise that is currently not available in-house?
· A post-doctorate or post-masters with specialized knowledge but less experience? 
· A graduate student who can provide valuable staff contributions to the project while learning a specialty of importance to ORA and CI research?
· Does the current or projected budget include sufficient project funds to cover this position? Should the cost of this position be included in the budget for a future year grant to the CI?

· How long will the candidate be needed? (one year? two? three?) Is this an opportunity for summer employment?
· Is there an experienced ORA staff person who can provide appropriate and consistent oversight and mentoring for the position?

· What equipment, space, or other resources will be needed to accommodate the new position?

· For visiting scientists, will a visa be required? 
Understand the Process. As noted above, the recruiting and sponsoring process is different for each sponsoring institution or organization. (See Attachment C for specific requirements for each sponsoring organization). Some examples of these differences are provided below: 
· Requirements differ for how, when, and how long a position must be advertised or posted. In some cases, postings are made according to a fixed schedule and will not accommodate last-minute ORA staffing needs. Figure 2 shows the approximate schedules for selected sponsoring organizations.
· Salary levels differ considerably among research organizations and may not match levels expected for similar positions in NOAA.

· Benefits provided vary greatly among the various organizations. Sponsoring organizations also vary in the stipends or requirements offered for travel and publications.
· Overhead (indirect costs) charged by the organizations can vary significantly.
· The approval process for sponsoring a visiting scientist is usually structured and is unique to the organization. It can involve a search or selection committee, a senior person in the CI or university (either in the academic department or in the HR office), or a series of approval steps. In addition, ORA has a specific approval process, which is explained in the next section.
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Figure 2. Approximate Schedules for Selected Recruitment and Sponsoring Processes

Note: The schedules depicted above can vary significantly, depending on a number of factors,

as noted in the summaries for each CI (See Attachment C)
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Initiate the Sponsoring Process. Having determined the needed type and level of expertise for a project, complete the appropriate form in Attachment B and submit your request and budget information to the Team Leader and Division Chief. Once the Division Chief approves the request, it will be forwarded to the Director, CoRP, and the Deputy Director, ORA. If the request is approved by the Deputy Director, it will be forwarded to the Administrative Office for processing, which will submit the sponsoring request to the sponsoring organization that can recruit and sponsor the candidate.
Communications between ORA and individuals who may be interested and may fulfill the requirements for a temporary position must be limited to very general information. If you have a candidate in mind, you should make them aware of the opportunity and encourage them to apply, but do not discuss specifics, such as availability of positions, salary levels, etc. Under no circumstances can you make a commitment (real or implied) to sponsor someone.
The typical steps a sponsoring organization takes to recruit and sponsor a candidate are shown in Figure 1. Attachment C provides selected details for specific organizations. However, you should check with the ORA Administrative Officer to confirm the specific requirements established to fill your particular staffing need.
As noted above, the NESDIS/ORA Administrative Office initiates the interface with the sponsoring organization and submits the request. ORA scientists or prospective scientific staff should not contact the organization directly unless it is to formally apply for the position.
The ORA Administrative Office is also responsible for the transfer of funds necessary to cover the cost of the sponsoring a visiting scientist.
This guide includes the following attachments:
· Attachment A—June 2003 ORA/STAR 102-1 Procedures for Sponsoring Visiting Scientists and Post-Doctorates 
· Attachment B—ORA Request Form to Sponsor Visiting Scientist, Post-Doctorate, Post Masters, or Graduate Student/Intern
· Attachment C—Requirements of Sponsoring Organizations/ORA Temporary Scientific Staffing
· Attachment D—Procedures Used by CICS, CIMS, CIOSS, and CREST to Sponsor Visiting Scientists and Post-Doctorates
ATTACHMENT A—
June 2003 ORA/STAR 102-1 Procedures for Sponsoring 
Visiting Scientists and Post-Doctorates
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Figure 1. Process for Recruiting and Sponsoring Temporary Scientific Staff
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ATTACHMENT B 

ORA Request Form to Sponsor Visiting Scientist, Post-Doctorate, 
Post Masters, or Graduate Student/Intern
Request to Sponsor Visiting Scientist, Post-Doctorate, 
Post‑Masters, or Graduate Student/Intern
NOAA/NESDIS Office of Research and Applications

	Requestor: 
	     
	Office 
	     
	Phone 
	     

	 FORMCHECKBOX 

	Visiting Scientist:
	     

	 FORMCHECKBOX 

	Post-Doctorate:
	     

	 FORMCHECKBOX 

	Post-Masters:
	     

	 FORMCHECKBOX 

	Graduate Student/Intern:
	     


(If there is a specific individual you are interested in sponsoring, Attach Resume)

Sponsoring Organization(s) to request sponsorship:  
 FORMCHECKBOX 

CIRA 
 FORMCHECKBOX 

NRC/NOAA
 FORMCHECKBOX 

ORISE
 FORMCHECKBOX 

UCAR 
Justification and Work Statement: (Attach description or continue on additional sheet if needed.)      
	Duration of Sponsorship: 
	     
	Designated Office Space:
	     


	Proposed Budget:

	Source of Funds

	Salary    
	     
	 FORMCHECKBOX 

	Current Year

	Overhead 

	     
	 FORMCHECKBOX 

	Subsequent Years

	Travel    
	     
	
	

	Publications    
	     
	
	

	Administrative Fees:    
	     
	
	

	Miscellaneous Fees:      
	     

 FORMTEXT 

	
	

	Total Budget:      
	$   0.00
	
	


Source of funds for supplies, equipment, invitational travel:      
Equipment Requirements:
     
	APPROVED:
	
	APPROVED:
	

	
	Team Leader
	
	Division Chief

	APPROVED:
	
	APPROVED:
	

	
	Director CoRP
	
	Deputy Director ORA


	Submitted to:
	
	By:
	
	Date:
	     


ATTACHMENT C

Requirements of Sponsoring Organizations/
ORA Temporary Scientific Staffing
Positions Sponsored:

Visiting Scientist (One-year sponsorship, renewed annually, maximum of three years)
Post-Doctorate (One-year sponsorship, renewed annually; candidate must have received degree within last three years)

Recruiting and Sponsoring Process: 

ORA has an agreement in place with the Cooperative Institute for Research in the Atmosphere (CIRA) via their cooperative agreement to recruit and sponsor visiting scientists and post-doctorates to collaborate with ORA research scientists. What distinguishes the CIRA visiting scientist program from other Cooperative Institutes is that the CIRA/ORA Visiting Scientist Program is written as a separate proposal specifically for this purpose. CIRA submits one to two proposals annually to ORA. Submission of the proposal is coordinated with the ORA Administrative Officer to determine the available level of funding and positions being supported. This agreement provides for up to 10-15 research scientists to be sponsored as post-Doctoral fellows. 
Project leaders are expected to work closely with the ORA Administrative Officer and the CIRA Human Resources Office to prepare the position description and announcement and to complete the review/selection of applicants (see examples on the pages that follow). The fellowship announcement is distributed nationally and internationally to more than 600 academic government and private institutions and is also posted on the CIRA webpage http://www.cira.colostate.edu/admin/fellows/generalfellowship.htm. 

Under the ORA/CIRA agreement, post-doctorates are expected to develop their research skills, focusing primarily on their specified project; however, because of the educational nature of the position, latitude is permitted for post-doctorate fellows to explore alternate avenues of research. Post-doctorates are expected to have a mentor and to work closely with their mentor. In addition, they are expected to publish their dissertation research and will be given the time and resources to do so. 

Visiting Scientist sponsorships are for the express purpose of injecting new ideas and approaches into specific ORA research. These scientists are sponsored to address specific issues while closely collaborating with their liaison and supervisor. Visiting scientists can expect to develop dialogues with federal scientists, learn the objectives and processes of the organization, and develop useful collaborations.
Salary Ranges: $50,000-$70,000, depending on expertise and experience, within the context of the comparable pay scale for a federal employee. Salaries are proposed by the Principal Investigator and determined by the Division Chief.
Benefits: 

Fringe benefits are provided at a rate of 3.5 percent for the first year, 19.6 percent for succeeding years.

$2,000 [per year] provided for two trips, one for the CIRA retreat and one to attend/participate in a scientific conference, discussion/seminar, etc. All other travel requests are funded through invitational travel orders.

$2,000 for publishing costs is included in the CIRA grant. 

Funding Requirements and Mechanisms: The sponsorships are supported by NOAA/NESDIS via either ORA central funding or ORA project funding.

Indirect Costs: 20 percent. An administrative fee of $500 is also charged for advertising of new positions. 

For Further Information: Kathy Lefevre, Administrative Officer, NOAA/ORA, (301) 763-8127 x103, Kathy.Lefevre@noaa.gov
Working Agreement

CIRA - NOAA/NESDIS/ORA Post Doctorates
This Agreement is set forth to establish the provision for as many as 10-15 research scientists to be appointed through the Cooperative Institute for Research in the Atmosphere (CIRA) as Postdoctoral Fellows, with those positions located at ORA in Camp Springs, Maryland, and in other locations as appropriate to the research. Support for these positions will be from NOAA/NESDIS Office of Research Applications (ORA) via (a) ORA central funding or (b) ORA science projects. 

The Postdoctoral Fellow appointments will generally be for recent graduates although some senior scientists may be appointed for a term. The appointments will also carry the title of CIRA Associate Fellow as an honor of scientific distinction. Fellows are to be actively involved in CIRA-ORA related research. Initial appointments are to be for one calendar year, renewable by mutual agreement.

Professional interactions are fostered among the CIRA-NESDIS/ORA Postdocs and resident scientists in both groups by 1) scientific collaborations, 2) working visits, 3) scientific conferences, workshops, and seminars, 4) sharing of facilities, software, and data sets, and 5) other means required to foster this working agreement.

The following budget template is a guide to initiate the process of identifying appropriate areas for Postdoctoral Fellows and the ORA project or central funding, and to establish individual Postdoctoral Fellow appointments under this Agreement. We hereby approve and implement the use this template 

___________________________________
___________________________________
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Fran Holt, Chief
(Date)
T.H. Vonder Haar, Director, CIRA
(Date)

Cooperative Research Program Division, ORA

BUDGET PLANNING TEMPLATE

tc \l1 "BUDGET PLANNING TEMPLATE  
CIRA - NOAA/NESDIS/ORA POSTDOC PROGRAM

Brief Scientific Area Description and Duties:  


	
	CSU FY 04-05
	
	CSU FY 05-06

	Postdoctoral Salary
	$
	
	$

	CSU Year 1
	$
	
	$

	CSU Year 2
	$
	
	$

	
	
	
	

	Fringe Benefits* @:
	$
	
	$

	1st Year Appointment (3.9% for 04-05; 3.6% for 05-06)
	$
	
	$

	2nd Year Appointment (20.1% for 04-05; 20.1% for 05-06)
	$
	
	$

	Subtotal Salary and Benefits:
	$
	
	$

	
	
	
	

	Travel (2 CIRA Trips @ $1,000/trip/year)
	$
	
	$

	(Research Conferences, Workshops)**
	$
	
	$

	Publications @ $2,000 for any part of a year
	$
	
	$

	
	
	
	

	Total Direct Costs:
	$
	
	$

	Indirect @20%
	$
	
	$

	Postdoctoral Support Total
	$
	
	$

















Application via use of this template and transfer of project funds to be sent to Kathy LeFevre, ORA

*Fringe Benefit Rates may vary from year to year based on CSU’s actual negotiated rates.

**Identify where and when

ADVANCE \d4EXAMPLE OF CIRA POST-DOCTORAL POSITION POSTING

Postdoctoral/CIRA Associate Fellow –Remote Sensing of Aerosols and their Assimilation in Air Quality Forecasting Model

(03-108)
ADVANCE \d4The Cooperative Institute for Research in the Atmosphere (CIRA) at Colorado State University (CSU), in collaboration with NOAA/NESDIS, and the Office of Research and Applications (ORA), has an immediate postdoctoral appointment available as an Associate Fellow for Research to validate and improve remote sensing retrieval algorithms for aerosols. The primary duty location will be at ORA, NOAA Science Center, Camp Springs, Maryland, 15 km southeast of Washington, D.C. Occasional research trips to CIRA at CSU in Fort Collins, Colorado are expected.

Responsibilities: The Fellow appointed to this position will work with a professional team of ORA scientists working on the aerosol optical depth retrievals from Geo-stationary Operational Environmental Satellite (GOES) radiances in the visible channel. The NOAA/NESDIS produces hourly maps of GOES aerosol optical depths in real time. The maps of GOES aerosol optical depths track transport of particulate pollutants and are thus good indicators of air quality. The main research involves validation of GOES aerosol optical depths and improvements to the aerosol retrieval algorithm. The research will also include photochemical modeling work and analysis of ground-based observations to validate and improve GOES aerosol optical depth retrievals. The science of the validated products and algorithms will be further assessed and the usefulness of aerosol assimilation in the air quality forecast model will be studied.

Qualifications: A Ph.D. in physical sciences or a closely related discipline is required. Preference will be given to applicants with a specialization in radiative transfer modeling, photochemical modeling, and developments of satellite retrieval algorithms. Proficiency in FORTRAN and IDL programming are required. Working proficiency in written and spoken English is also required. Experience in data analysis, validation of satellite derived geophysical parameters, error analysis methods, and knowledge of remote sensing is also required.

Salary:  Negotiable based on experience and qualifications.

Application Deadline: August 26, 2003

Apply electronically by sending a resume, cover letter, curriculum vitae, publications list, and the names of three professional references to the attention of Thomas H. Vonder Haar at the following email address:  humanresources@cira.colostate.edu. Reference (03-108). Please put your name (last name first) in the subject line of the email.

Colorado State University is an EEO/AA employer. Office of Equal Opportunity, 101 Student Services. In order to assist Colorado State University in meeting its affirmative action responsibilities, ethnic minorities, women, and other protected class members are encouraged to apply and so identify themselves.

ADVANCE \d4CRITERIA FOR CIRA POST-DOCTORAL FELLOW

POSTDOCTORAL FELLOW (03-108)

(Remote Sensing of Aerosols and their Assimilation in Air Quality Forecasting Model)   

Applicant: 












         



Yes

 No

1. Ph.D. in Physical Science or closely related discipline.

____

____ 

Poor

  Excellent

2. Experience with satellite retrieval algorithms 
 

1      2      3      4      5

3. Experience with photochemical modeling



1      2      3      4      5

4. Proficiency in IDL and FORTRAN programming


1      2      3      4      5

5. Proficiency in written and spoken English



1      2      3      4      5

6. Experience in data analysis and validation 


1      2       3     4      5

of satellite data



  


7. Knowledge of remote sensing and air pollution


1      2      3      4      5

Additional comments 
__________________________                  
Return to: Bonnie Antich

 Reviewer's Signature

ADVANCE \d4QUESTIONS FOR CIRA POST-DOCTORAL CANDIDATES

POSTDOCTORAL FELLOW  (03-108)


(Remote Sensing of Aerosols and Their Assimilation in Air Quality Forecasting Model)   

Phone Interview Questions

(1) Discuss your current research activities.

(2) What is your background?  How is it related to air quality work?

(3) Do you have experience with collecting and analyzing large data sets?

(4) What is your programming experience?

(5) Do you have knowledge of remote sensing?

(6) Did you develop or use photochemical models in your research work?

Budget Planning Worksheet*
for Sponsoring Visiting Scientists and Post-Doctorates

(FY 2004)

NOTE: Dollar amounts and other figures provided are approximate and subject to change. 
Check with ORA/CoRP Administration Office for Updates

	Annual Salary
	$
	$ 50K-70K, depending on experience

	Benefits (1st year)**
	$
	3.9%-3.6% Rate (first year); 
20.1% (succeeding years)** 

	Total (Salary/Benefits)
	$
	

	Travel
	$2,000
	Two trips - one to CIRA Retreat; 1 other 

	Publications
	$2,000
	

	Administrative Fee
	$
	Advertising for new positions $500

	Total Direct Cost
	$
	

	Indirect Cost
	$
	20%

	TOTAL FUNDING
	$
	


* See also Budget Planning Template for CIRA

**Fringe Benefit Rates may vary from year to year based on rates negotiated with Colorado State University. 

Attach a brief scientific area description of duties for use as a recruitment statement of duties

The National Research Council (NRC) administers the Research Associateship Program in cooperation with sponsoring federal laboratories and research organizations approved for participation, including NOAA. NRC conducts a national competition to recommend and make awards to outstanding scientists and engineers at recent postdoctoral and experienced senior levels for tenure as guest researchers at NOAA and other federal laboratories. This program is further described at http://www4.nationalacademies.org/pga/rap.nsf/vwLabInformation/18D986B935A0B277852567B000519D39?OpenDocument&26~NOAA#9
Positions Sponsored: 
Research Associates (Initially for one year; candidate has received PhD within last 5 years)

Senior Research Associates (Usually one year; candidate has held PhD for 5 years or more)

Recruiting and Appointment Process: The NRC Research Associateship Program Office, through the NOAA-NRC Program Representative, is informed of research opportunities in participating NOAA facilities. NRC issues an annual booklet describing these opportunities; NRC also posts and periodically updates the opportunities on its website (see link above). NOAA input is due in May for publication in the hard-copy annual booklet, or can be provided anytime for posting on the NRC website. NOAA must also provide the name of one or more NOAA Research Advisers with whom the Associate will work most closely; these names are listed with each opportunity. Applicants must submit a research proposal that relates to a specific NOAA research opportunity. The NRC Associateship Programs Office forwards the application to the appropriate NOAA Advisor(s) for their evaluation of the applicant’s research proposal. NRC then conducts competitive evaluations. NRC accepts NOAA Associateship applications four times each year and convenes special review panels to evaluate the applicant proposals. Review panelists are chosen on the basis of their stature and experience in the fields of science and engineering, and their evaluations become the basis from which awards are made on behalf of NOAA. NOAA scientists often serve on these panels. The time from receipt of application at NRC to completed review by the panel can be 6 to 8 weeks. 

After the open, national competition, NRC sends the results of the review to NOAA via a “Post-Board Roster” that provides a ranking of the applicant’s proposal. If NOAA decides to sponsor the applicant, the Roster must be signed by the appropriate Laboratory, Center or Office director. Once the award letter has been sent to the applicant from NRC the NOAA Advisor can negotiate with the applicant when he/she will begin working. Each applicant’s proposal must be approved by the Adviser of the research opportunity to which the applicant applies and be endorsed by the NOAA lab, center or office director and the NOAA-NRC Program Representative to be eligible for an award. 

Salary Ranges:  The base stipend is set by NOAA, however, individual laboratories may supplement that stipend level using program funds.  NRC provides an estimated annual cost for an applicant, which includes stipend, benefits, travel and administrative fees.

Benefits: NRC requires that the candidate have health benefits or purchase them through NRC. 

Funding: NOAA provides the funds for this program and furnishes all necessary support. Each Line Office in NOAA can sponsor one candidate using NOAA base funds. If additional candidates are sponsored, program/project funds are used. 

Indirect Costs: 16-17 percent. 
For Further Information: Sharon A. MacLean, NOAA/NRC Program Representative, 401‑782‑3201, smaclean@mola.na.nmfs.gov


 
Budget Planning Worksheet
for Sponsoring Visiting Scientists and Post-Doctorates

(FY 2004)

NOTE: Dollar amounts and other figures provided are approximate and subject to change. 
Check with ORA/CoRP Administration Office for Updates
	Annual Salary
	$
	Determined by NOAA 

	Benefits (1st year) 
	$
	Health benefits provided by applicant or obtained through NRC

	Total (Salary/Benefits)
	$
	

	Travel
	$
	N/A

	Publications
	$
	N/A

	Administrative Fee
	$
	N/A

	Total Direct Cost
	$
	N/A

	Indirect Cost
	$
	16–17%

	TOTAL FUNDING
	$
	


Attach a brief scientific area description of duties for use as a recruitment statement of duties

Positions Sponsored:

Post-Graduates, Graduate and Undergraduate Students (under various educational programs, as described below; sponsored one year at a time, maximum of four years)

Undergraduate positions are also available for a ten-week NOAA summer program.

Recruiting and Sponsoring Process: 

Oak Ridge Institute for Science and Education (ORISE) administers several educational programs that provide scholarships to scientists and science students.

· Post-Doctorate, Post-Masters, and Post-Bachelor Fellowships are administered through an ORISE awards-based program for NOAA and other federal agencies. Candidates must have received their degree within the last 3-4 years (or be currently pursuing a degree). The sponsoree must be either a U.S. Citizen or a permanent resident alien, and he/she must either have health benefits or purchase them through ORISE. Typically, the application of a NOAA-identified candidate is processed by ORISE; NOAA establishes the stipend, which is determined and provided by NOAA. Indirect costs are 30 percent of the stipend.

NOAA Contact: Victoria Dancy, (301)713-0500 x136, Victoria.G.Dancy@noaa.gov
· ORISE administers a Student Research Program funded by NOAA through an interagency agreement with the U.S. Department of Energy. ORISE recruits via its numerous contacts through the United States. Applications are accepted year-round for a 10-week summer program in research and development activities at NOAA headquarters and field centers. Applications are due to ORISE in January and are forwarded to relevant NOAA offices in March and April. The stipend is $420/week for undergraduates, $515/week for graduate students. Although most students are local to the NOAA facility; a modest housing stipend and travel reimbursement is available for out-of-town students. Approximately 150-200 students are awarded these positions every year. See http://www.orau.gov/orise/edu/NOAA/gi-gugSRP.htm
NOAA Contact: Victoria Dancy, (301)713-0500 x136, Victoria.G.Dancy@noaa.gov
· With funding from the NOAA Educational Partnership Program (EPP) with Minority-Serving Institutions, ORISE administers the Graduate Sciences Program, offering positions in NOAA for Master’s and Doctoral students studying NOAA-related sciences. Five scientists are hired annually, usually one per Line Office. Each participant attends a one-week orientation in Silver Spring to be sworn in as federal employees and learn more about NOAA research. Each participant receives tuition and fees, books, housing, meals, travel expenses, and a one-time academic allowance. During a 16-week career work experience annually, students receive a salary and benefits. Applications are due by January 31. For more details, see http://www.orau.gov/orise/edu/NOAA/gi-gEPPMSI.htm.
NOAA Contact: Chantell Haskins, 301-713-9437 x125, Chantell.Haskins@noaa.gov
· Through the NOAA EPP with Minority-Serving Institutions Undergraduate Scholarship Program, ten scholarships are awarded annually for juniors and seniors studying natural and physical sciences at minority-serving institutions. Roughly ten students are selected annually for this ten-week program. The student interns rotate among the five NOAA Line Offices for a two-week orientation, where they learn about programmatic and research objectives in NOAA. NOAA project staff are encouraged to participate in the Line Office orientation by presenting information about their research projects. The student interns select an office where they spend the remaining eight weeks learning more about the research objectives of that office. The student interns spend the second summer conducting research in the field with NOAA scientists. At the end of each summer internship, the student interns formally present their research projects to the NOAA research community. Applications are due by January 31. For more details, see http://www.orau.gov/orise/edu/NOAA/gi-ugEPPMSI.htm.
NOAA Contact: Chantell Haskins, 301-713-9437 x125, Chantell.Haskins@noaa.gov
Oak Ridge Institute for Science and Education (ORISE)—Post-Doctorate, 
Post-Masters, and Post-Bachelor Fellowships
Budget Planning Worksheet
for Sponsoring Visiting Scientists and Post-Doctorates

(FY 2004)

NOTE: Dollar amounts and other figures provided are approximate and subject to change. 
Check with ORA/CoRP Administration Office for Updates

	Annual Salary
	$
	Determined by NOAA 

	Benefits (1st year) 
	$
	Applicant must have health benefits or purchase them through ORISE

	Total (Salary/Benefits)
	$
	

	Travel
	$
	

	Publications
	$
	

	Administrative Fee
	$
	None

	Total Direct Cost
	$
	

	Indirect Cost
	$
	30% of the stipend

	TOTAL FUNDING
	$
	


Attach a brief scientific area description of duties for use as a recruitment statement of duties

Oak Ridge Institute for Science and Education (ORISE)—Student Research Program

Budget Planning Worksheet
for Sponsoring Visiting Scientists and Post-Doctorates

(FY 2004)

NOTE: Dollar amounts and other figures provided are approximate and subject to change. 
Check with ORA/CoRP Administration Office for Updates

	Annual Salary
	$
	$420/week (undergraduate) to $515/week (graduate) for 10 weeks

	Benefits (1st year) 
	$
	Modest housing stipend available to out-of-town students

	Total (Salary/Benefits)
	$
	

	Travel
	$
	Travel reimbursement for out-of-town students

	Publications
	$
	

	Administrative Fee
	$
	None

	Total Direct Cost
	$
	

	Indirect Cost
	$
	

	TOTAL FUNDING
	$
	


Attach a brief scientific area description of duties for use as a recruitment statement of duties

Positions Sponsored:

Visiting Scientists: Typically 3 years. Category includes both non-U.S scientists and scientists from other U.S. organizations. 

Post-Doctorate Up to two years; must have received and defended PhD within last four years.

Recruiting and Sponsoring Process:
The Visiting Scientist Programs (VSP) office at University Corporation for Atmospheric Research (UCAR) works with individual federal sponsors to design and manage specially tailored visitor programs to meet specific needs of the funding agency. For ORA, the program is through NOAA’s Cooperative Agreement with the UCAR Visiting Scientist Program, which is administered through NOAA’s Office of Global Programs (OGP). Scientists can be recruited on a broad basis for a basic research mission or for specific skill sets for applied research projects. NOAA sponsors must complete a UCAR Activity Request Form (see attached), which is submitted to UCAR through OGP. Twice a year (midwinter and spring) UCAR notifies OGP that updated and new Activity Request forms are due within 30 days. 

Applications are gathered either through broad recruitment measures or by focusing on a specific audience. In some cases, no advertising is needed if skilled scientists are identified in advance. Application review may occur through a UCAR-appointed steering committee or individually by the program sponsor, such as NOAA. The time required to recruit, select, and sponsor a candidate is highly variable depending on how the position is advertised or candidates are sought, and on how the applicants are screened and interviewed. NOAA sponsors can be significantly involved in the screening/selection process.
UCAR scientists do not need to be U.S. citizens unless it is required by the sponsoring organization. UCAR/VSP manages all administrative issues pertaining to the search and selection process, sponsoring, visas, relocation, travel during sponsorship, and benefits. 

Salary Ranges: 
Visiting Scientist: A wide range, depending on the type of position and level of experience.
Post-Doctorates: $45,000 first year, $47,000 second year.
Benefits: 49.4 percent of annual salary.
Funding Requirements and Mechanisms: Once the NOAA sponsor submits the Activity Request Form, the funding must be sent to UCAR through OGP within two weeks.
Indirect Costs: Indirect costs are approximately 21 percent but can vary depending on the type of position and the benefits provided. 
For Further Information: http://www.vsp.ucar.edu/
UCAR ACTIVITY REQUEST FORM

Title of UCAR Activity:

(Check one):  New UCAR Activity:  FORMCHECKBOX 

Existing UCAR Activity:  FORMCHECKBOX 

	Activity Manager's Name:
	

	Organization:
	

	Phone Number:
	

	E-mail address:
	


	
	Amount

	Activity Cost
	

	1.5% OGP Admin Fee
	

	TOTAL Funding Amount
	


Funding Accounting Codes:
	NOAA CAMS Code
	Amount

	
	

	
	


Type of Funding Transfer (Check one):
FOP:  FORMCHECKBOX 

RTP:  FORMCHECKBOX 
  
Direct Cite:  FORMCHECKBOX 

Funds Already at OGP:  FORMCHECKBOX 

Date of expected transfer of funds to OGP:

Funding Financial/Budget Person Information (if outside OGP):
	Name:
	

	Organization:
	

	Phone Number:
	

	E-mail address:
	


Activity Description (a few sentences):

 Budget Planning Worksheet
for Sponsoring Visiting Scientists and Post-Doctorates*
(FY 2004)

NOTE: Dollar amounts and other figures provided are approximate and subject to change. 
Check with ORA/CoRP Administration Office for Updates

	Annual Salary
	$
	PhD $45,000 (first year); $47,000 (second year)
Graduate student $18,247-$19,615

	Benefits 
	$
	49.4% of Annual Salary

	Total (Salary/Benefits)
	$
	

	Travel
	$
	

	Publications
	$
	

	Administrative Fee
	$
	3% 

	Total Direct Cost
	$
	

	Indirect Cost
	$
	Vary depending on type of position. 
Generally 21.4%

	TOTAL FUNDING
	$
	


Attach a brief scientific area description of duties for use as a recruitment statement of duties

* Visiting Scientists and Post-Doctorates are sponsored through NOAA’s Cooperative Agreement with the UCAR Visiting Scientist Program, which is administered through NOAA’s Office of Global Programs.
ATTACHMENT D

Procedures Used by CICS, CIMS, CIOSS, and CREST 
to Sponsor Visiting Scientists and Post-Doctorates

[ORA does not currently have a working agreement with CICS for 
sponsoring temporary scientific staff to ORA projects.]
Positions Sponsored: 
Graduate Research Assistant (graduate student doing research for thesis; one year, renewable annually)

Faculty Research Assistant (assists CICS scientists with research on CICS projects; one year, renewable annually)

Research Associate (Post-PhD; one year, renewable annually, usually to a maximum of three years)

Research Scientist–Assistant, Associate, Senior (research faculty member performing research on a CICS project; one year, renewable annually)

Recruiting and Sponsoring Process: The University of Maryland Earth System Science Interdisciplinary Center (ESSIC) has an approved annual search and selection plan. As a result, positions can be filled without advertising on a case-by-case basis and recruitment may be done locally, optionally at state and national levels. 
For all positions, screening and sponsoring is carried out through ESSIC (non-student positions) or the appropriate academic department (generally Meteorology or Geography, although other departments may participate). All potential Research Scientist sponsored by CICS must obtain the proper visa and have their qualifications approved by ESSIC and the University of Maryland College of Computational, Mathematical, and Physical Sciences; this can take from a few weeks to as long as six months. The sponsoring process for Research Associate takes only a few days, but the position description must show that the candidate is continuing their educational training through the position. Students must first be accepted into the graduate program before sponsoring, which can take two to four months.

Salary Ranges: 
Research Scientist: Depends on qualifications and experience. 




Research Associate: $40,000 - $52,000




Faculty Research Assistant: $27,000 - $50,000




Graduate Research Assistant: $19,500 - $21,000

Benefits:  CICS students receive benefits as determined by the university for all students. For non-student positions, leave is the same as for permanent staff positions (25 days/year). Health and disability insurance coverage are offered. Retirement options are identical to those offered to all faculty members.

Publication and presentation is strongly encouraged, and costs are covered by the project. There is no travel stipend per se, but attendance at scientific conferences is encouraged and is normally supported through project funds.

Funding requirements and mechanisms: CICS has a cooperative agreement with NOAA. All support for positions within CICS is through project (proposal) funds. 

Indirect Costs: The on-campus rate is 48.5 percent of modified total direct costs (which includes salary, benefits, travel, supplies, minor equipment; it does not include tuition reimbursement or equipment costing over $5,000). For projects performed entirely off of but within 50 miles of the UMCP campus, an off-campus (adj.) rate of 27.5 percent is applied.

For Further Information: Linda Carter, Executive Administrative Assistant, CICS. 301‑405-0050
[ORA does not currently have a working agreement with CIMSS 
for sponsoring temporary scientific staff to ORA projects]

Positions Sponsored: 
Visiting Scientists (1-3 years)

Research Associate (Post-PhD) (usually 1-2 years)

Research Intern (Post-Masters) (usually one year, can be two years)

Research Assistant (graduate student doing research for thesis; one year, renewable annually)

Project Assistant (graduate student supporting research but not for thesis; one year, renewable annually)

Recruiting and Sponsoring Process: Research Associate, Research Intern, and Research Assistant positions can be filled without advertising, and recruitment may be done locally, optionally at state and national levels. For Project Assistant, a position offering must be posted for 10 days. For Visiting Scientists, there is no recruitment requirement.

For non-permanent positions, screening and sponsoring is carried out through the UW Graduate School (non-student positions) or the academic department (for student positions, usually Atmospheric and Oceanic Sciences). Visiting Scientists must obtain the proper visa and have their qualifications approved by the UW Graduate School; this can take from a few weeks to a few months. The sponsoring process for Research Associate and Research Intern takes only a few days, but the position description must show that the candidate is continuing their educational training through the position. Students must first be accepted into the graduate program before sponsoring, which can take two to four months.

Salary Ranges: Visiting Scientist: Depends on experience. If the scientist’s current employer continues his/her salary, then CIMSS provides $24,000–$30,000 per year for living expenses.

Research Associate: $48,000–$54,000

Research Intern: $38,000–$42,000
Benefits: All leave is at the discretion of the supervisor but is typically the same as for permanent staff positions (25 days/year). Health and disability insurance coverage are provided. Retirement is provided at 32 percent.

Publication and presentation is strongly encouraged and costs are covered by the project or by occasionally CIMSS. There is no travel stipend per se, but attendance to conferences is encouraged and is normally funded through project funds.

Funding requirements and mechanisms: CIMSS has a cooperative agreement with NESDIS that includes a small amount of base funds to support a visiting scientist or a student. All other support for these positions is through project (proposal) funds. 

Indirect Costs: 45.5 percent of direct costs (which includes salary, benefits, travel, supplies, minor equipment; does not include tuition reimbursement or equipment costing over $5,000).
For Further Information: Tom Achtor, Administrative Officer, CIMSS. 608-263-4206

[ORA does not currently have a working agreement with CIOSS 
for sponsoring temporary scientific staff to ORA projects]
Positions Sponsored:
Research Associate (research faculty member performing research on projects; one year, renewable annually)

Visiting Scientists (titles vary; consultation for a few days to a few months)
Recruiting and Sponsoring Process:  CIOSS is associated with the College of Oceanic and Atmospheric Sciences (COAS) at Oregon State University (OSU).  Processes for recruiting and sponsoring visiting scientists at the Institute follow OSU hiring policies. On occasion, a waiver of search is approved by the OSU OFFICE of Human Resources, in which case, a recruitment search is not required.  

For visiting scientists, recruitment may not be required depending on the length of visit and the funding source.  Non-U.S. citizen visiting scientists must obtain the proper visa, which can take from a few weeks up to a few months.

Salary Averages:   
Research Associate (Postdoctoral):  $42,000


Visiting Research Scientists: depends on experience and whether the scientist’s current employer continues his/her salary.

Benefits:  Appointments that require the scientist to work 20 hours or more per week (salary paid by OSU) qualify for the following benefits: health, disability, dental, and life insurance, as well as retirement fund.  OSU faculty members receive 15 hours per month of vacation and 8 hours per month of sick leave.

Publication and presentations are strongly encouraged, and costs are covered by the project or occasionally by CIOSS.  There is no travel stipend per se, but attendance to conferences is encouraged and is normally funded through project funds.

Funding requirements and mechanisms: Determined on an individual basis and could include project (proposal) funds.

Indirect Costs:  41.5 percent of direct costs (includes everything except tuition, major equipment, participant support such as stipends, and certain subcontract agreements).
For further information, contact: Janine Kobel, Administrative Specialist, 541‑737‑9655, janine.kobel@coas.oregonstate.edu.

[ORA does not currently have a working agreement with CREST 
for sponsoring temporary scientific staff to ORA projects.]
The information below is for the City University of New York (CUNY), which is the lead institution for CREST. CREST has several other participating members, including Hampton University, University of Puerto Rico at Mayaguez, University of Maryland at Baltimore County, Bowie State University, and Columbia University. Administrative management of CREST is handled through the Research Foundation of CUNY.
One of CREST’s key goals is to “create a framework to recruit and train graduate students from underrepresented minorities for professional opportunities within NOAA and related industries.”
Positions Sponsored: 

Post-Doctoral Research Associate, Grant Funded
Research Assistant, Grant Funded (M.S. and Ph.D., includes senior research staff positions.)

Recruiting and Sponsoring Process: Each unit of CUNY has its own Affirmative Action Officer and its own Affirmative Action plan. Those employees of the foundation based on a campus or the central office of CUNY will be recruited and selected according to the Affirmative Action plan for that unit. The following procedures—subsumed in individual unit procedures—are used for the recruitment of all permanent employees (Note: All employees who work more than 20 hours/week for four months or more are considered “permanent” employees.):

· All recruitment, advertisement, interviews, and selections are to be conducted in an equitable and non-discriminatory manner.

· A job description must be approved by the appropriate affirmative action officer (at the campus, the CUNY central office, or the Foundation central office) prior to posting or advertising. The affirmative action officer must also approve the composition of the interview pool and affirm that the Search Committee/Panel has complied with Affirmative Action guidelines in arriving at its recommendations.

· The affirmative action officer must approve composition of the Search Committee/Panel, which shall, when appropriate and possible, include members of protected classes.

· The affirmative action officer must provide data every three years to the Affirmative Action Committee describing current compliance by identifying areas of under-utilization and under-representation to assist the Committee in establishing Affirmative Action goals.

· The college-approved Personnel Vacancy Notice—the primary method of communicating a vacant position to potential applicants—must be circulated to all units of CUNY, to the New York State Job Service, and to agencies serving protected classes.

· The logo “An AA/EO/ADA Employer” (Affirmative Action/Equal Opportunity Employer/ Americans with Disabilities Act) must be displayed in all advertisements and notices.

Salary Ranges:
Post-Doctorate Research Associate: $29,538–88,439


Research Assistant: $28,667–38,009

Benefits: Health, annual leave, sick leave for permanent positions (positions lasting more than four months and more than 20 hours/week).
Funding requirements and mechanisms: Positions are established and funded through the grant process.

Indirect Costs: 53 percent
For further information: Dr. Shakila Merchant, NOAA-CREST Administrator, 212‑650‑8379, smerchant@ccny.cuny.edu.
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� ORA/STAR 102-1 “Procedures for Hiring Visiting Scientist and Post-Doctorates”, June 19, 2003, E/RA2 FCH, Marie Colton. See Attachment A.
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June 19, 2003 E/RA2 FCH

MEMORANDUM FOR: All Personnel
Office of Research and Applications/Center for Satellite Applications
and Research

/.

FROM: Marie Colton
Director, Office of Research and Applications/Center for Satellite
Applications and Research

SUBJECT: ORA/STAR 102-1 Procedures for Hiring Visiting Scientists and Post-
Docs

The Visiting Scientist and Post-Doc program is an important clement of the Office of Research
and Applications/Center for Satellite Applications and Research (ORA/STAR) rescarch
program. This memo outlines the policy and procedures regarding Visiting Scientists and Post-
Docs.

Definitions:

Post-Doctoral Appointments: Post-doctoral appointments (Post-Docs) are for scientists who
have received their doctoral degree within the preceding three years. Post-Doc appointments
are one-year appointments annually renewed, depending on performance and scientific
development. Post-Doc appointees are not to exceed a total of three years in the Post-Doc
position. The expectation for Post-Docs is that they develop their research skills, focusing
primarily on their specified project; however, because of the educational nature of the position,
latitude is permitted for post-doc appointees to explore alternate avenues of research, Post-Docs
are expected to have a mentor and will work in close collaboration with the mentor. If not
already done, post-docs are expected to publish their dissertation research and are to be afforded
time and resources to do so. Salaries are dependent on expertise and experience, within the
context of the comparable pay scale for a federal employee. Salaries are proposed by the
Principal Investigator and determined by the Division Chief.

Visiting Scientist Appointments: Visiting scientist appointments are short-term rotating
appointments for the express purpose of injecting new ideas and approaches into specific ORA
research. Visiting scientist may be either domestic or foreign. Visiting scientist appointments
are one-year appointments renewed annually, depending on performance and scientific
development. Visiting scientists are not to exceed a total of three years in the visiting
scientist position. Visiting scientists are appointed to address specific issues and will focus
their efforts on those specific items while closely collaborating with their liaison and supervisor.
Visiting scientists can expect to develop dialogues with federal scientists, learn the objectives
and processes of the organization, and develop useful collaborations. Salaries are dependent on, g
expertise and experience, within the context of the comparable pay scale for a federal emple w
Salaries are proposed by the Principal Investigator and determined by the Division Chief.
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