Completing the FEE BASIS Forms 
1)   
___ Complete Appropriate Application
       __ Application for Physicians, Dentists, Podiatrists … Form VA 10-2850, OR
       __ Application for Nurses and Nurse Anesthetists  Form VA 10-2850a, OR
       __ Application for Associated Health Occupations, Form VA 10-2850c

___ Sign and date “Certification” and “Authorization for Release of Information” sections

2)   
SAC – Special Agreement Check

__ On the line titled “Position”, write:  Fee Basis Physician
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

__ Read page 1


__ Complete pages 2-3.


__ Sign both Applicant and Appointee signature lines and date.

5)
Direct Deposit

__ Complete form completely including bank’s routing number, account number and sign


__ Attach copy of cancelled check
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 original ID (not photocopies) you will present 
     to the HR VA staff the day of your appointment. 
__  If a naturalized citizen, need VISA verification as additional ID
7)
Employment Educational Data  - VA  Form 4637

__ Complete form – Parts I and II.  


__  In 2B enter the program code of the educational program and write the name:  i.e, Oncology 

__  Sign and date

8)  
Tax Forms


___  Complete Employees Withholding Allowance Certificate – W4


___  Complete Employees Wisconsin Withholding Exemption – WT-4


9) 
Selective Service Registration Status – VA Form 5578 (for those males born after 1959)

__ Complete certification, sign and date
8)
E-QIP, the federal personal background security check, will be required for appointments.  The Office of 

Personnel Management requires that your fingerprints must be recent (within 120 days) in order to start 

the background check.  You will receive more information about this when you are fingerprinted. 

Within 14 days of your fingerprinting, you will be required to complete a background investigation 

questionnaire online. This personal investigation is separate from the credentialing and licensing check)
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. 
__ Be ready for electronic fingerprinting
