
 
 

Welch Support Tracking and Verification in FMP 
 
In order to track two very important requirements of The Welch Foundation concerning 
postdoctoral fellows paid on its funding, the College’s Filemaker Pro payroll system has been 
updated and the instructions below are guidelines for using the updated features to track 
and monitor postdoctoral fellows supported on Welch funding:   
 
The Welch guidelines states that postdoctoral fellows should not be paid on Welch funding if 
any one or both of the conditions below exist: 
1. Postdoctoral fellow has been awarded their Ph.D more than 5 years ago. 
2. Postdoctoral fellow has been supported on Welch funding for more than a total of 3 years.  
 
The fields added to track these requirements are on the Employee Information screen and they are: 

1. Date Ph.D awarded 
2. No. of Years since Ph.D Awarded** 
3. Prior No. of Months on Welch 
4. Current No. of Months supported on Welch** 
5. No. of years Support on Welch** 

(** Fields are automatically populated) 
 

 
 
 
Enter the Date PhD Awarded.  To obtain this date, payroll staff, during sign up will request from 
the prospective postdoctoral fellow, a copy of their transcript or diploma.  If this is not done, the 
information must be verified the first time a request is made by a PI to support the postdoctoral 
fellow on  Welch funding.  
 
The No. of Years Since Ph.D Awarded will calculate automatically.  If it is more than 5 years, do 
not support the postdoctoral fellow on Welch funding.  There is no need for further verification.   
If it is less then five years continue to next field. 
 
Enter the Prior No. of months on Welch .  This should include all months supported by Welch 
from the hire date of the post doc or the Ph.D date (which ever is more recent) to the 8/31 of the 
previous FY.  At the end of each fiscal year 2006 when assignment is being archived, the number 
of years supported on Welch will be moved to Prior No. of Months by IT staff.  This way the count 
will be carried over for review.  
 
The Current No. of Months Supported on Welch will calculate automatically by pulling the 
information from the current Fiscal year assignment data base.  (Be sure that there is only one FY 
in the assignment data base)  
 
The No. of Years Supported on Welch field will calculate automatically.  If this is over 3 years, 
do not support postdoctoral fellow on Welch funding. 
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THE WELCH LETTER 
 
The Welch letter must be printed, verified and signed for the three types of employees supported 
on Welch funding: 

• Postdoctoral Fellowship 
• Predoctoral Fellowship (graduate students) 
• Undergraduate Scholarship 

 
When the Welch letter is printed for Postdoctoral fellowships, it must contain the following 
information:  

• Year Degree Conferred  
• Year of Welch Funding (Circle one) 1 2 3 

 
 
The Welch letter can be printed from the Filemaker Pro Current Assignment screen using the 
button at the bottom of each assignment panel, labeled “Print Welch Ltr.”   
 

 
 
Clicking on the button displays the Welch letter:  

 

• Verify that the information is correct  
 
• Print the letter by clicking on the print 

button on the top right of the letter.   
 
• Have the Chairman sign  
 
• Distribute to the postdoctoral fellow 

for signature and verification. 
 
• Make sure that the signed letter is 

returned by the postdoctoral fellow 
 
• A copy is given to the fellow and one 

is kept with the PAR . 
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