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UNIVERSITY OF MARYLAND

COLLEGE PARK

DEPARTMENT OF PHYSICS

MEMORANDUM

To:

Post-doctoral associates



NIST CNST/UMD Nanocenter Cooperative Research Agreement
From:

Ellen Williams, x56156

Re:

Administrative issues
Date:

October 31, 2006
When you first arrive, you will need to spend some time at the University taking care of all the paperwork associated with employment.  The people who will help you with this are Carol Bellamy (1201V ERF, 301-405-4953, cbellamy@umd.edu) and Nancy Boone (1203B ERF).

1)  E-mail account, electronic access


You must sign up for a UMD e-mail account so that you will have access to the UMD electronic administrative system, remote access to the library, etc.  


You will also need computer access at NIST, this will be arranged at the NIST campus - you can begin by going to see Barbara Coalmon, Bldg. 216/ Rm A257, 301-975-3707.

Please make sure that Nancy Boone knows what your primary e-mail address is, and your phone numbers at NIST so that we can get in touch with you as needed.  

2) Parking


Parking at NIST is free. 


Parking at UMD is costly if you purchase a full-time employee permit.  For visits to Maryland, we have two mechanisms set up to cover parking costs.  For full day visits, you can pick up a dated one-day parking hanger from Kerra Johnson ( Bldg. 216/ Rm A253, 301-975-4675) that will allow you to park in the parking garage near the Physics Building.  For shorter visits, you can park in the gated lot near the Energy Research Building and have your parking check validated by Carol Bellamy, Margaret Hess or Nancy Boone in IREAP.  
3)  Monthly time sheets and Holidays


You will need to fill out a monthly time sheet, see the attached example.  We will have this form available for you on our NanoCenter website:  www.nanocenter.umd.edu/??.  You will download the form at the end of the month, fill it in, print and sign.  Then you can leave it with Kerra Johnson,( Bldg. 216/ Rm A253, 301-975-4675) who will fax it back to Nancy Boone at UMD at (301) 314-9437.  

The University of Maryland often moves the celebration date of national holidays to different dates so that they don't interfere with the teaching schedule.  You can see the list of holidays and when UMD celebrates them on this web page:  http://www.umd.edu/calendar/holidays.htm.  

You should work according to the NIST holiday schedule unless you have made other arrangements with your mentor.  Check on setting up time sheets with NIST holidays marked instead of UMD
4)  Travel 


The University of Maryland grant includes funds for about one conference trip per year.  Support for additional trips may be available directly from NIST.  For the Maryland-supported trips you should:


a)  Fill in the UMD travel request worksheet and have the trip approved by your mentor and Dan Pierce.  Then fax it to UMD at Nancy Boone at UMD at (301) 314-9437.


b)  Make sure the abstract for your talk cites support from the Cooperative Research Agreement (see below)

c)  Keep appropriate receipts, and after the trip submit the UMD Travel Expense Statement form with the required receipts to Nancy Boone.  Make sure you keep a copy of the form and all your receipts as well.  


d)  The UMD travel forms will be available to you on our NanoCenter website:  www.nanocenter.umd.edu/??.
5)  Publications and Abstracts


a)  All publications and abstracts related to your research at NIST must be internally reviewed at NIST before they are submitted.  Please see Kerra Johnson, (Bldg. 216/ Rm A253, 301-975-4675) for the procedure to be followed.  This means that you must plan in advance for submitting an abstract to a conference!


b)  Your address line on all publications and abstracts should list both your NIST and UMD affiliations as follows:


1Center for Nanoscale Science and Technology, National Institute of Standards and Technology, Gaithersburg, MD 20899-8412


2Maryland NanoCenter, University of Maryland, College Park, MD, 20742


c)  All publications and abstracts should acknowledge the support of the cooperative grant as follows:  


“This work has been supported in part by the NIST-CNST/UMD-NanoCenter Cooperative Agreement.”


d)  You should submit copies of all your submitted papers, and copies of your reprints through the NanoCenter website at: www.nanocenter.umd.edu/??.
6)  Annual review and Annual report


a)  You will need to maintain a record of your research activities on the UMD annual review site: https://apra.umd.edu.  The information in this form can be updated at any time, but must be updated in a final form every spring, usually with a deadline around March 1.  You will receive an e-mail reminder of this deadline at your UMD e-mail address.  It is very important that you update and submit the form by the deadline.  

b)  Is it better to get bibliography format from the FAR as well as the summary information, or to generate those records directly from inputs to our web page for the NIST program?.

c)  You will also be asked to submit an annual summary of your research accomplishments for the annual progress report for the Cooperative Research Agreement.  This will be a short write-up at a level accessible to general readers and including some attractive graphics.  You will work with your NIST mentor in developing the report contents.  We will provide more information as the due date for the report approaches.  Need a web page for up-loading such reports.
7)  Professional Development


a)  UMD/NIST workshop  May 2007


b) Public Outreach Training, January 2007 at NIST


c)  other, tbd


