PHARMACY STUDENT CHECKLIST (revised 3/2015)
REQUIRED FORMS AND STEPS FOR VA CREDENTIALING - We recommend you use this check list to ensure you have completed each form.  Also, we’ve placed these forms in chronological order since some of the forms must be done before other processes can occur.  ALL FORMS ARE FILLABLE AND MUST BE TYPED BEFORE PRINTING AND SIGNING, WHEN APPLICABLE.
Please return your completed package of documents to your VA Department representative.  You can send hard copies or electronic copies.  If you are sending forms electronically, please attempt to use your secured affiliate email to protect your personal information.  PLEASE COMPLETE THE FORMS/DOCUMENTS AS QUICKLY AS POSSIBLE TO AVOID DELAYS.
	( when completed
	Form/Process
	Explanation of Form

	
	Appointment Letter
	Also known as a Without Compensation (WOC) appointment letter, this form indicates you are not a VA paid employee.  To complete the letter you must:

· Fill in all blanks

· Sign and date the form

· Return this to your department liaison either electronically or in hard copy format


	
	Application form 10-2850D
	Please complete all four pages and sign on page 3 and page 4.  This must be returned to your department liaison either electronically or in hard copy format.


	
	OF-306 
	This form is entitled “Declaration for Federal Employment” even though you are not applying for employment.  This two-page form needs to be submitted every year to ensure there are no changes.  We recommend you save this on your computer for easy access next year, if needed.  This must be returned to your department liaison either electronically or in hard copy format.


	
	Trainee Registration Form for VISTA
	Please complete all fields of this form, and select “Doctoral” from the Target Degree Level section.



	
	TMS Required Training
	You must sign up in the VA’s Talent Management System (TMS), create a password and completed assigned training in order to obtain computer and patient access.   Please follow the directions on the handout to access the TMS site, then register and complete your classes.  PLEASE PRINT OUT ALL THE COMPLETED CERTIFICATES AND SUBMIT WITH YOUR OTHER PAPERWORK TO YOUR DEPARTMENT LIASON.  

THIS IS ALSO A YEARLY REQUIREMENT AND MUST BE REPEATED IF ROTATIONS EXTEND BEYOND 1 YEAR SINCE LAST DONE.


	
	Pharmacy Student Information Form
	Please complete Name & College of Pharmacy sections, as well as all sections for rotations at each NWIHCS site as applicable.  This information will be cross-referenced with clerkship assignment information from your school to clarify any discrepancies in communication.

Also complete the date you completed your fingerprints near the bottom of the form.



	
	Appointment Affidavits SF 61
	Please type your name in the box between “I” and “do solemnly swear (or affirm) that—“, print out the form, and sign the line for “Signature of Appointee”.  The Pharmacy Coordinator will complete the rest of the form on your processing day.

	
	NWIHCS VA Police Service Fingerprint Form
	Students are required to have their fingerprints on file.  This can be done at this VA or at any other VA in the U.S.  Please complete the entire first section of this form (stop at the thick black dividing line) if you are completing your fingerprints at this VA. You will need to bring either a Driver’s License, DMV-issued photo ID card, or Passport along with this form with you to your fingerprinting appointment with the VA Police Service.  

· If you are a Pharmacy student at Creighton or UNMC you should make every effort to come in to the Omaha VA for fingerprinting and submit all completed forms during your designated week in April prior to the start of rotations. 

·  If you are a student from out-of-state or miss your school’s processing week at the VA, you must set up your own appointment by logging on to HTTPS://VA-PIV.COM.  
· If making arrangements for fingerprints through another VA, you will to need to request a courtesy fingerprint for Nebraska Western Iowa Health Care System (NWIHCS), 4101 Woolworth Ave, Omaha, NE 68105. You will need to have the following information:  Security Office Identifier (SOI) # VAF5 and Submitting Office Number (SON) # 1445.  Be sure to contact the VA office first though to verify their process.



