MEDICAL RESIDENT PROCESSING CHECKLIST

**PLEASE READ AND FOLLOW ALL INSTRUCTIONS CAREFULLY**

All medical residents wanting to perform a clinical residency assignment at the William Jennings Bryan Dorn VA Medical Center must complete the items contained in this checklist.  Once ALL checklist items are complete, the entire packet of original printed items must be returned to Education Service.  

Getting Started:

Print this Medical Resident Processing Checklist.  Follow all instructions carefully.  Each item is linked to a form or training resource.  Select and complete per the “Special Instructions” and any other instructions on the form or training resource.  Return all forms as one packet in the same order as outlined on this checklist.  Place the initialed copy of this checklist on top. This will ensure your paperwork is processed in a timely manner.  

NOTE: Items with “*” are forms that can be completed online and then printed.  Make sure to sign and date where necessary.
	Initial

when complete
	Checklist Item

(Return these items only)
	Special Instructions

	
	*1.  Fingerprint Submission Form 
	Complete entire form.

	
	*2.  Request for Personal Identity Verification Card - VA Form 0711
	Complete and print Page 1 ONLY, SECTION 1 - APPLICANT INFORMATION Items 1 - 9. NOTE: The day you come for finger printing and ID badge you must present two forms of identification as listed on page 5 of this form.

	
	*3.  Resident Application VA Form 10-2850D
	Complete entire form.

	
	*4.  OF 306
	Complete and turn-in pages 2 and 3 as applicable (it must be completed and turned in, it’s not optional).  Print and sign where needed.

	
	*5.  Appointment Affidavits
	Type full name above “Oath of Office” print and sign where needed.

	
	*6.  Provider File Worksheet
	Complete entire form.

	
	*7.  Commitment Letter
	Read, type name, print, sign and date.                          

	
	*8.  Certification of Resident Training 


	Complete entire form.  You will need to review:

a. WJB Dorn Guide for Fellows, Residents, Associated Health Trainees and Students 

b. 
VHA Handbook 1400.1 Resident Supervision 
 

	
	9.  VHA Mandatory Training for Trainees
(Use instructions linked in right column)

 
	ALL MUST complete this training and print the completion certificate. This training consists of 14 modules.  It can take up to 2 hours to complete. Be sure you have a printer available to print your completion certificate once you have finished.       Additional instructions click here

	
	10.  Random Drug Testing Notification and Acknowledgement
	Must be completed by all Residents/Fellows.

	NOTE: Please ensure all paperwork is completed and signed.  Incomplete packets will not be processed and you will not be able to start your clinical training on time. 



Computerized Patient Record Systems (CPRS) Review this tutorial prior to your rotations.
Send completed packet to the following address: 

     Wm. Jennings Bryan Dorn VA Medical Center

     Attn: Tom Wiseman (141)

     6439 Garners Ferry Road

     Columbia, SC 29209
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