Completing the Forms
1)   
WOC Letter


__ Print your name at the top after the work “Dear”


__ Read the form


__ Sign and date at the bottom of form

2)  
SAC – Special Agreement Check

__ On the line titled “Position”, write:  Resident, Fellow, Medical Student,     Nursing Student, etc.

3)
Request for VA identification Card.  VA0711 Form

__ Fill out Section 1 of page one only – bring the entire form with you

__ Sign and date


4)  
Declaration for Federal Employment – OF 306 Form




(This form is not optional.)


__ Read page 1


__ Complete pages 2-3.


__ Sign both Applicant and Appointee signature lines and date.

5)
Appointment Affidavit

__ Fill in position title

__ Print name, read and sign
6)
Employment Eligibility Verification – INS Form I-9

__ Complete “Section 1”.  Be sure to date and sign that section.

__ Refer to back of the form to determine what form of ID you will present to the 

VA staff the day of your appointment. 

7)
Application for Federal Employment – OF612

(This form is not optional.)


__ Complete form and backside of form.  

__ Be sure to date and sign.

8)
E-QIP, the federal background security check, will be required for appointments six months and greater. Information will be sent out after fingerprints have cleared.
Important notes:


__ Bring all of your completed forms with you. 
__ Bring whatever ID forms you have chosen to present as listed on the back of 
the I-9 form. It is a common error for people to miss this step.
__ Be ready for electronic fingerprinting

__ Bring patience and a smile!

