RESIDENT CHECKLIST (revised 3/2016)
REQUIRED FORMS AND STEPS FOR RESIDENT PROCESSING :
· RESIDENTS SHOULD BEGIN TO COMPLETE ALL FORMS 90 DAYS BEFORE THEIR SCHEDULED ROTATION

· ALL FORMS ARE FILLABLE AND MUST BE TYPED BEFORE PRINTING, SIGNING AND SENDING
· PLEASE RETURN ALL COMPLETED MATERIALS AT ONE TIME TO YOUR VA DEPARTMENT LIAISON AS IDENTIFIED ON THE INTERNET PAGE.  IF DOCUMENTS ARE NOT TYPED OR COMPLETED, THEY WILL NOT BE ACCEPTED
· PLEASE MAKE AND KEEP COPIES OF ALL FORMS YOU COMPLETE FOR YOUR PERSONAL RECORDS

· IF SENDING FORMS ELECTRONICALLY, PLEASE ATTEMPT TO USE YOUR SECURED AFFILIATE EMAIL TO PROTECT YOUR PERSONAL INFORMATION 
	Check if 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 fillable fields 
· 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.  Section IV is completed by the VA department – you can leave this blank.

	
	OF-306 
	This form is entitled “Declaration for Federal Employment” and is required even though you are not applying for employment.  This must be returned to your department liaison either electronically or in hard copy format.  Be sure to sign BOTH signature blocks on the last page, items 17A and 17B, as both an applicant and an appointee.

	
	TMS Required Training
	You must sign up in the VA’s Talent Management System (TMS), create a password and complete 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.  THIS IS A YEARLY REQUIREMENT.  PLEASE CONTACT YOUR VA DEPARTMENT LIAISON EACH YEAR WHEN YOU COMPLETE THIS REQUIREMENT.

	
	Resident, Fellow, & Sub-Intern Info Sheet
	This sheet provides additional information needed for the processing of your appointment.  This must be returned to your department liaison either electronically or in hard copy format.

	
	Finger Print Process
	Residents are required to have their fingerprints on file.  This can be done at this VA or at any other VA in the US.  

· If doing it at this VA, you must make an appointment by logging on to HTTPS://VA-PIV.COM.  You will need to bring either a Driver’s License or Passport.

· When scheduling an appointment, you must select VHA as your organization and AFFILIATE ads the applicant type.
· 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 and availability.
PLEASE CONTACT YOUR VA DEPARTMENT LIAISON UPON COMPLETION.

	
	CPRS Training
	Residents:  A 5-hour CPRS training course is required prior to any VA rotations.  

· Once you have turned in all paperwork to your department and completed your fingerprints, your department will request computer codes for you.

· When the codes have been created, your VA department liaison will notify the Education Office who will schedule you in a CPRS training class.

	
	Pharmacy Signature Card
	Please complete the form carefully.  
· The DEA number and expiration date as well as the NPI are very important.  
· If you do not have these numbers, you must apply for them immediately and then let your VA program liaison know when your number has been assigned.
· Please hand in the form as completely as possible.  If you do not have a DEA number, the VA will assign a temporary number to you once your form is received.

	
	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 Program Coordinator will complete the rest of the form on your processing day.

	
	Non-PIV  and PIV Process
	YOU CANNOT BEGIN THIS PROCESS UNTIL YOU HAVE COMPLETED THE CPRS TRAINING CLASS (and you can’t attend the CPRS training class until you have completed your TMS online courses, fingerprints and handed in all your paperwork to your VA Department Liaison). YOU WILL BE CONTACTED BY YOUR VA DEPARTMENT LIAISON WHEN YOU CAN SCHEDULE THIS APPOINTMENT.

NON-PIV Cards – required of all Residents at the VA (exception is residents without a SSN) 

Non-PIV card (Personal Identification Verification card) is your VA identification card and used to access computers and to write for narcotics.   

· Your VA department must first sponsor you after you have gotten your fingerprints completed.

· Once sponsored, the PIV Office process is by appointment and you must schedule the appointment at HTTPS://VA-PIV.COM .  
· When scheduling an appointment, you must select VHA as your organization and “affiliate” as the applicant type

· It takes about 20 minutes for the appointment.  
· You will need to bring two pieces of ID- one must have a photo of you.  The most common acceptable forms of ID include a driver’s license, affiliate ID, passport, SSN card and military ID.

PIV Cards and NACI background check – required of residents without SSNs or over 365 consecutive days in one year at the VA

Same process as Non-PIV card process except you will be required to complete additional information required for the NACI background check  


