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RESEARCH SERVICE
RENEWAL 

Without Compensation (WOC) Appointment

APPLICATION INSTRUCTIONS
PLEASE READ BEFORE FILLING OUT ANY DOCUMENTS!
Refer to the “WOC Renewal Application Checklist” (given to you by the WOC Coordinator) for a list of all documents required to renew your WOC appointment.

1. Fill out all required forms in the WOC application packet and sign where applicable.
· Complete ALL of the mandatory training and print certificates to be submitted with the WOC application. (See Checklist Item #2: Mandatory Trainings)
· Provide a copy of your CV/résumé.
· NON-CITIZENS ONLY Complete the I-9 Employee Verification and bring two forms of identification  (ex. drivers license, passport, social security card) 
· The Principal Investigator you are working for must complete and sign the WOC Non-Citizen Memorandum. This signed memo is MANDATORY.
· If your VISA, or Passport has expired, you must attach provide your current, valid Passport or Visa and I-94. 
Has your profession changed, if so you will need to provide a copy of your new medical license?
· Complete the VA-Form 4682-2: Certification of Licensure, Registration, or Bar Membership and include a copy of your current professional license. 
· Complete Position Description Principal investigator must include the length of time you will be holding the position. 180 days, 2 weeks, etc.
· Complete the specific Scope of Practice that demonstrates you will be working with Human and/or Animals. Both you and your Principal Investigator should sign and date these forms.
2. Read, sign, date: VA Intellectual Property Agreement and VA National Rules of Behavior.
3. E-mail the WOC Coordinator (Wanda.Thomas@va.gov) to schedule to renew your appointment. Please bring all of application paperwork to your appointment. Incomplete paperwork will not be accepted. Use the WOC Renewal Application Checklist as a guide to help you prepare and organize your paperwork.
· WOC’s MUST obtain a NEW valid VA photo ID once the WOC paperwork has been completely processed for their renewal appointment.

If you have any questions regarding the application or to make an appointment, please contact the WOC Coordinator at 376-1611, ext. 4204.
