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Guest & Visitor (G&V) Faculty Process 

This process is required when there is salary and/or reimbursement to a University/Institution.   
 

The approved G&V Form, Guest Appointment Letter and Statement of Work (SOW) are required prior to issuing the 
Purchase Requisition (PR). 

G&V Form 
 Approval  tab – Fill in completely, include project/task number 

 G&V Template tab: Include all costs 
o Guest appointment letter: 

 Required when there is salary and/or reimbursement to a University/Institution 
 Letter coordinates: email to guest;  cc to Requestor, ppdfinancial@fnal.gov (PPD Finance), 

Department Admin, Division Admin and Visa office if a visa is required. 

Email completed G&V form to ppdfinancial@fnal.gov 

The Division Head will approve and forward to the Directorate to generate the Guest appointment letter.  The 
Directorate will forward the letter to the Letter coordinates; the guest should accept with a cc to all.   Once the letter is 
received the Department Admin will forward the G&V form to the Visa office if a Visa is required. 
 
Statement of Work (SOW) 
The SOW should be generated for a yearly time period and contain the scope of work and costs. 

 Introduction 

 Activities Planned 

 Costs 

 University/Institution contacts 

 Approved By: 
o University/Institution guest 
o Funding Department Head 
o Division Head 
o Directorate 

Purchase Requisition (PR) 
The PR should be generated for a yearly term period based on the SOW term and contain the scope of work and costs. 

 Attachments: 
o Appointment Letter 
o SOW 
o Sole Source if 10K or over (not required on Change Orders) 

 Approved By: 
o Funding Department Head 

 
Memorandum of Understanding (MOU) 
Not needed unless the Institution requires one.  For Non-US Institutions, any MOU must be pre-arranged by DOE 
(through the COO’s office). 
 
To request the G&V form, send email to ppdfinancial@fnal.gov 
To request sample templates, send email to steph@fnal.gov 
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Sample G&V Faculty - Approval Form Tab 
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Sample G&V Faculty – G&V Template Tab 
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Sample G&V Faculty – Purchase Requisition 
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Sample G&V Faculty – Sole Source 
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Sample G&V Faculty – SOW 
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Sample G&V Faculty – MOU 
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Guest & Visitor (G&V) Per Diem, Visa Letter and Guest Scientist Process 

 

This process is required when there is Per Diem, a Visa Letter and/or Guest Scientist salary.   

 

 

The approved G&V Form is required prior to issuing a Per Diem voucher.   

A Scientific Offer Information Form and CV are required for Guest Scientist salary. 

 

G&V Form 

 Approval  tab – Fill in completely, include project/task number 

 G&V Template tab: Include all costs 

o Guest appointment letter: 

 Required when there is a Visa Letter request and /or Guest Scientist salary  

 Letter coordinates: email to guest;  cc to Requestor, ppdfinancial@fnal.gov (PPD Finance), 

Department Admin, Division Admin and Visa office if a visa is required. 

Email completed G&V form to ppdfinancial@fnal.gov 

The Division Head will approve and forward to the Directorate to generate the Visa Letter and/or Guest Scientist 

appointment letter.  The Directorate will forward the letter to the Letter coordinates; the guest should accept with a 

cc to all.   Once the letter is received the Department Admin will forward the G&V form to the Visa office if a Visa is 

required. 

 

 

Guest Scientist Salary  

Once the appointment letter is received and accepted the Scientific Offer Information form and CV are required. 

 

Scientific Offer Information Form 

Fill in completely, include all join specifics 

 Include project/task number for move and salary 

 Include stock code: #1 = up to $500, #2 = up to $2500 and #3 unlimited 

 Include travel code: Business Services Website; Business & Finance Forms & Services; PAL or Travel Code 

Reference link 

 Additional Comments: Include Supervisor, Kronos Supervisor and Start Date 

 Email form & CV to Jason Johnson, ppdfinancial@fnal.gov (PPD Finance), Department Admin and Division Admin  

 

 

 

 

To request the G&V form, send email to ppdfinancial@fnal.gov 

To request sample templates, send email to steph@fnal.gov 

 

 



                       

PPD-ADMIN_026 

 
PPD Administrative Procedure  PPD_ADMIN_026/9 

Rev. 4/2/2014 
 Expires 4/2/2017 

Sample G&V Per Diem, Visa Letter and Guest Scientist – Approval Form Tab 
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Sample G&V Per Diem – G&V Template Tab 
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Sample G&V Visa Letter – G&V Template Tab 
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Sample G&V Guest Scientist Salary – G&V Template Tab 
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Sample G&V Guest Scientist Salary – Scientific Offer Information Form 

  


