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Application for Study Personnel Changes VA TVHS Research Service
Submission Instructions
Completed forms should be submitted to the Research Training and Credentialing Coordinator, ACRE Building F201 or via email to John.Dunn2@va.gov,
A. Principal Investigator and Contact Information
	
	PI Name
	Email
	Phone
	Fax

	
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.
	B.  Individual to be Removed 
	NAME  (Include Professional degree, MD, PhD)

	Click here to enter text.



C.  Remove this Individual from the Following Studies


	
	Study Title(s)

	
	1. 1.  Click here to enter text.
2. 2.  Click here to enter text.
3. 3.  Click here to enter text.

	

	D.  Assurances

	1.
	 Is this individual leaving the VA and being removed from all VA research projects?   
  YES       NO    If NO, skip to section D.3 and sign form.  
	If YES, you must complete and return the “VA Employee Clearance Form” 	(click icon on left) AND continue to section D.2 below.  
	




2.   Instructions:   Click each block below certifying each statement is true
	
	I certify that this individual has returned their VA ID, access badge, keys, pagers, cell phones, computer equipment, uniforms, parking cards, Government credit cards or calling cards issued to them.    

	
	I certify that I have sent a request to the Research ADP (alice.parker@va.gov) requesting that this individual’s computer and research labs access be terminated immediately.  

	
	(For Human Studies) -- I have verified that this individual is not listed in the research protocol(s) by name.  I understand that if an individual is listed by name, rather than by a position title, I cannot use this form and I must submit an amendment to the Institutional Review Board to amend the protocol and remove this individual.

	
	I certify that I understand that the data used or obtained for VA approved research, to include preparatory to research activities, or data placed in VA Research Data Repositories are considered VA information and must remain at the VA.  I further certify that the individual leaving has not, or will not remove VA information from the facility without proper approval.  



	3.
	PI Signature
	Date

	
	
	.





Office Staff Only
	If D.1.is YES, verify the following:

	     
	VPN Access Terminated (A.Parker) 

	     
	VA Access Badge, Parking Card, and ID Badge returned and disabled (K. Dunn) 

	     
	Keys, computer and lab equipment returned (A.Parker)

	     
	Individual removed from RCMS (K.Dunn).  
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		EMPLOYEE’S CLEARANCE FROM INDEBTEDNESS



		NAME OF EMPLOYEE

		SOCIAL SECURITY NO.

		MAIL FORWARDING ADDRESS

		DATE



		

		

		

		



		TITLE OF POSITION




		STATION NO.

		SERVICE, DIVISION AND SECTION



		

		626

		



		THE EMPLOYEE IS (Check one)  




		THE EMPLOYEE IS (Check one)

		EFFECTIVE DATE



		 FORMCHECKBOX 
 BEING SEPARATED FROM VA 
 FORMCHECKBOX 
 BEING TRANSFERRED TO (Specify)  Retirement  

		 FORMCHECKBOX 
 VETERAN 
 FORMCHECKBOX 
 NON VETERAN

		



		This certifies that the above-named employee is not indebted to the Government except as noted.



		Clearing Service


GRECC

		Type of Clearance


Resignation

		Employee Category


Physician

		Initial

		Nashville Campus

		Murfreesboro Campus



		Service Preparing Form




		IN PERSON

		All employees


Keys


Completed leave requests


Envelopes to mail E&L & W-2


Computer Access Termination




		

		5287

		



		Transit Manager (HRMS)

		Phone

		Transit Benefits

		

		7063

		



		Human Resources

		IN PERSON (York)


Phone (Nashville)

		Confirm receipt of separation action


Exit interview (non-temporary employees)

		

		379-6005




		



		Employee Health

		Phone

		All employees

		

		5788

		



		A&MMS

		Phone




		Purchase Cards/ Approving Off. Authority Loaned Equipment/CMR Property


CMR property

		

		Purchase cards  379-6044


Other   5017

		



		Environmental Mgmt. 

		Phone

		Uniforms/Lockers

		

		379-6137

		



		Engineering

		Phone

		Leased pagers, cell phones, and calling cards  




		

		2308

		



		Library

		Phone

		Checked out items

		

		5524

		



		HIMS

		Phone

		All Employees                                       


Medical Record Documentation Completed

		

		5358

		



		Path & Laboratory

		Phone

		Clinical only

		

		5289

		



		Pharmacy

		IN PERSON

		Clinical  only

		

		5193


Rm. BB-101

		



		Radiation Safety Officer

		Phone

		Clinical only

		

		5112/5107

		



		IRM / ISO

		IN PERSON

		

		

		1G134




		



		Canteen

		IN PERSON

		Outstanding allotments


Outstanding personal checks

		

		B118

		



		Police

		IN PERSON

		ID badge, card decal, parking card

		

		B-118B

		



		Payroll

		Phone

		All employees

		

		379-6219

		



		Agent Cashier 

		IN PERSON

		Final Clearance 

		

		5166 or 2322


D125 

		



		SHORTAGES NOTED ON VOUCHER NO.

		DATE OF VOUCHER



		

		



		REMARKS



		Outstanding items or bills:


Disposition of final salary check:



		INSTRUCTIONS:  This form must be completed and presented to the Agent Cashier, Fiscal Service, before final payment will be released.



		SIGNATURE OF APPROVING OFFICIAL

		DATE

		INITIALS OF AGENT CASHIER

		DATE

		INDEBTEDNESS COLLECTED






		

		

		

		

		SCHEDULE NO.

		DATE



		

		

		

		

		

		





Instructions for Researchers: 



Please complete the blue boxes below and return with your “Request to Remove Personnel” form. 
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