
SAMPLE MEMORANDUM OF REQUIREMENTS FROM VA TO WOC EMPLOYEE

Department of


        Memorandum
Veterans Affairs

 Date:
 October 3, 2002
From:
 Administrative Officer for Research (151)
 Subj:
 Requirements for WOC Applicants
    To:
 WOC Applicants

1. The purpose of this memorandum is to outline the material needed to process your VA Without Compensation (WOC) appointment to the Department of Veterans Affairs (VA).

2. VA is specifically authorized by 38 U.S.C. 513 to accept uncompensated services for the purpose of carrying out all laws administered by VA.  Scientific and technical personnel and laboratory assistants who are utilized in the medical research program qualify for WOC appointments.  Usually individuals utilized on this basis are employed by associated medical or dental schools or universities to engage in medical or dental research for which a grant has been made under the provisions of VA Handbook 5005 Part II, Chapter 3.

3. Please complete the following required documents (attached), and return them to the address listed below.

· Appointment Affidavits – SF61

· Declaration of Federal Employment – OF 306

· Fingerprinting Card

· Optional Application for Federal Employment – OF 612 or resume or CV 

· Questionnaire for Non-Sensitive Positions – SF85

· VA-WOC Appointee Intellectual Property Agreement

4.
Please complete, or have your supervisor complete the following documents as required:

· Safety Orientation Checklist.

· Statement of Health, including proof of TB test within one year.

· Identification badge, keys, security access, parking, and parking access information

· As Necessary:  FORMCHECKBOX 
 ADP Access Application;  FORMCHECKBOX 
 LAN User Agreement;  FORMCHECKBOX 
 Computer Access Agreement.

Research & Development Service (151)

VA Medical Center

Building X, Room 123

1234 Main Street

Anywhere, State Zip

4. We appreciate your interest in working at the City VA Medical Center.  If you have any questions, or need further information, please contact ______________ at 123-456-7890.  Welcome to the VA.

Attachments
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