INSTRUCTIONS FOR PREPARATION AND SUBMISSION OF NOMINATIONS
FOR CENTRALIZED POSITIONS OF RESEARCH SCIENTISTS
(All ORD Services)

1. FORMAT:  All other documents should follow proper local VA’s correspondence guidelines.

2. REQUIRMENTS FOR APPLICATION:  Each promotion application consists of two sections: (1) the Scientific Section and (2) the Human Resources Section.

PART 1: Scientific Section

CHECKLIST: 
* indicates items that are needed for a New Appointment Submission

 Cover Sheet:  Use attached PDF Form, you will be asked to provide:
 
(1) Name of applicable Research Service*:  (BLR&D/CSR&D, RR&D, HSR&D, or CSP).
(2) Name of Department of Veterans Affairs (VA) medical center, city, state, and facility #*.
(3) Nominee's name and degree.*
(4) DO NOT include Date of Birth
(5) Position currently held (title, grade, and step) and type of appointment held (e.g., Title 5, Schedule B, Title 38 hybrid, or Medical Support Authority).
(6) Position requested (title and grade) and type of appointment requested* (e.g., Title 5, Schedule B, Title 38 hybrid, or Medical Support Authority).
(7) Nominee's current VA employment status (in 8ths)
(8) Number of years employed by VA.
(9) Nominee's academic title (indicate tenure status), affiliation, and location*.
(10) Name of departmental chairperson where nominee holds academic position*.  If dual appointment, provide name of chair of primary appointment.
(11) Site of nominee’s VA research performance, e.g., laboratory or office. NOTE:  If this location is not at the VA medical center, the approval letter for the off-site waiver must be appended.

 Letter from the Medical Director
Medical Director’s letter formally transmitting the nomination, recommending the nomination, and specifying the type of appointment requested (Title 5, Schedule B for research salary support or Schedule B, Career, or both for medical care salary support).

 Letter from the Associate Chief of Staff for Research* 
Letter should include the ACOS’s assessment of the nominee and recommendation pertaining to the request. For New Appointment requests, this letter should include justification for hiring the employee at the GS-14 or GS-15 level. 

 Letter from the R&D Committee
Letter should include the R&D Committee’s recommendation pertaining to the nomination. This letter must include an assessment of the nominee, commentary on the nominee’s independence, and description of the nominee's working relationships and interactions with other investigators at the VA medical center.

 Research Statement* 
The research statement describes the nominee’s research area and its relevance to and impact on VA healthcare. Include research accomplishments considered pertinent to the evaluation of the nominee, a description of the complexity of the research problems undertaken, and the guidelines and originality used in resolving research questions. NOTE: Refer to the OPM Research Grade Evaluation Guide for additional information.

 Curriculum Vitae* 

Use tables instead of narrative, whenever possible.  

For example, 

	Source of Funding
	Grant #
	Title of Project
	Role
	Dates
	Annual Direct Amount

	
	
	
	
	
	

	
	
	
	
	
	



or

	Name
	Trainee Status
	Dates
	VA or Non-VA Trainee
	Clinician or Non-Clinician
	Current Position
(if known)

	
	
	
	
	
	

	
	
	
	
	
	



  Current VA funding 
List current VA funding (amount, title of project, grant number, funding source (i.e. BLR&D, CSR&D, RR&D, HSR&D, CSP), award dates, role, i.e., principal or co-principal investigator) and year of last approved Merit Review Award or other VA research support. For currently VA-funded research, include the Face Page (Pg 1), abstract, specific aims, cumulative budget pages from the eRA application, and/or the Notice of Intent to Award document. 

 Current non-VA funding
List current non-VA funding (amount, title of project, source, complete grant number, award dates, role, i.e., principal or co-principal investigator) and include the Face page (Pg 1), budget page and abstract.

 Funding History
List VA and non-VA research funding history in spreadsheet format using table headings above.

 Five Letters of Support
The letters must provide an opinion regarding the nominee's reputation as a scientist, standing in the nominee’s chosen field of research, and other factors which may be relevant to the evaluation process. If the nominee holds an academic position, one letter of recommendation must be from the Departmental Chairperson of the nominee’s primary appointment.

 Two journal publications 
Two publications chosen by the nominee as being representative of the nominee’s best work


PART 2: Human Resources Section 
References:
Research Grade Evaluation Guide 
(https://www.opm.gov/policy-data-oversight/classification-qualifications/classifying-general-schedule-positions/functional-guides/gsresch.pdf)
    
Handbook 1200.03 Centralized Positions of Research Scientists, GS-14 and Above
(https://www.research.va.gov/resources/policies/ProgramGuide-1200-03.pdf) 

 Optional Form 8 (OF-8, Revised 1/85)*  
Box 1:  Include local VISN CCU PD number
Box 2:  Select as New
Box 3:  Field
Box 4:  Notate local office location (example Detroit, MI)
Box 5:  Duty Station Code
Box 7:  Exempt
Box 9: 	 Check No
Box 10: Exempt
Box 11: Neither
Item 15d: needs to be completed and initialed by the local/VISN HR classifier.
Item 15e: needs to indicate title of position, series and proposed grade 
Block 20a: The Associate Chiefs of Staff (ACOS) for Research or the nominee’s immediate supervisor, must sign and a Higher-Level Supervisor/Manager or Medical Center Chief of Staff has the option to sign Box 20b.

NOTE:  Box 21 must be left BLANK for the VHA HR Classifier’s signature. The OF-8 must be in the editable form and not a scanned copy.

New Position Description* 
Include the following heading:  	Position Description 
					Title, Grade, Series 
Include the PD# or nominee’s name on each page of the Position Description.
Number all pages of the PD: 1 of X, 2 of X, 3 of X…

The position description must include and describe as appropriate the four factors for research: (i) Research Situation or Assignment, (ii) Supervision Received, (iii) Guidelines and Originality, and (iv) Qualifications and Scientific Contributions, per OPM guidelines. 
NOTE: The duties and responsibilities of the PD must support the requested grade.   

Do NOT use the nine factor evaluation system unless requested to do so.  Send in Microsoft word format.
 
 Local Promotions Review Panel Evaluation 
Include a minimum of three (3) Position Classification Worksheets (VA Form 4670) completed by subject matter experts on the local promotions review panel. Each panel member completes and signs a separate VA Form 4670. The Total Point Value must be consistent with the requested grade level (e.g. GS-14 = 36-44; GS-15 = 46-50). 
NOTE: Refer to the OPM Research Grade Evaluation Guide for additional information. https://www.opm.gov/policy-data-oversight/classification-qualifications/classifying-general-schedule-positions/functional-guides/gsresch.pdf.

 Local HR Classifier or VISN CCU Classifier*
a. Prepares and signs the “EVALUATED BY” box on the Position Report (VA Form 3963) with the employee’s name and/or PD#, station, and proposed grade level. The “CONCUR” box is left blank for the VHA HR Classifier to sign.
b. Prepares and signs a Position Classification Evaluation Statement with a clear justification for the scores assigned for each factor and the Total Point Value and grade level for which the PD has been classified. 
c. Reviews and initials Item 15d on the OF8.
NOTE: If these forms are not signed by the VISN Classifier the promotions package will be returned without action.

 Organizational Chart*
SIGNED “Official” current organizational chart (Appropriate signatures will vary with local policy).  The organizational chart must show where the position fits in the local VA Research Program’s organization.  
3. SUBMISSION. 
Convert the completed application package including publications and CV into (if possible) one Portable Document File (PDF) (NOTE:  5MB is the maximum size for any individual file.). If the file is too large, send the promotions package in separate emails and clearly label what each email contains. For example:
Part 1 – Cover, institutional support letters, research statement file name: [name GSsought Part 1]
Part 2 – CV, funding history, professional letters of support: [name GSsought Part 2]
Part 3 – HR documents – OF8, PD – position report, local panel scores, org chart: [name GSsought Part 3]
Appendix – 2 reprints [name GSsought Appendix]
The research services do not limit the number of nominations that they will accept from VA medical centers during a given fiscal year.  (If necessary send the promotions package in separate e-mails and clearly label what each e-mail contains.)  

BLR&D, CSR&D:  VHACOBLCSPromotions@va.gov 

HSR&D:  robert.small@va.gov 

RR&D:  rrdreviews@va.gov 

	
4.  TIMETABLE FOR SUBMISSION AND REVIEW* 
a. Deadline for receipt of applications is March 1 and September 1.
b. Committee review of applications will be in July and January.
c. VHA Classification of applications will be in August and February.

[bookmark: _GoBack]*Note:  BLR&D/CSR&D will accept applications on a rolling basis.  Committee review of complete applications will be on a bi-monthly basis.  For BL/CSR&D, complete applications must be received at least 30 days before the next scheduled meeting to be included in that meeting.

5. CONTACT INFORMATION ON TIMETABLE ISSUES

BLR&D/CSR&D:
Carol Fowler, Ph.D.
E-mail: carol.fowler@va.gov 

HSR&D:
Robert Small
Telephone: 202-443-5743
E-mail: robert.small@va.gov 

RR&D:
Ricardo Gonzalez
Telephone: 202-443-5761
E-mail: ricardo.gonzalez@va.gov
  
