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Research & Development Service
	VAMHCS R&D Service Checklist for 
Publishing or Presenting VA Research




	Title of Presentation/Publication:
	

	Name and contact info of PI/Project/Lead Author:
	

	Name and contact info of VA Author(s) (if not lead Author):
	

	Name of study/project on which the publication /presentation is based:  
	

	Study #(s) (if any)
	

	Study Funding Source:
	

	
	



Below are requirements that authors must address when publishing research that was funded by VA or that used VA resources. Much of this information is covered in VHA Handbook 1200.19, “Presentation of Research Results”, the VA ORD Publication Notification webpage, and VAMHCS local policy 512-135-016.  

Note that the VA ORD service funding your study may have additional requirements; contact the specific service or review the ORD website for more information. 

Note that there are requirements that need to be met BEFORE the publication/presentation is submitted, as well as after the article/presentation is accepted!
This checklist is divided into three parts: 
1. What to do BEFORE submitting to a journal or conference,
2. When to submit to the journal or conference, and
3. What to do AFTER acceptance by the journal or conference.
This checklist must be used to document that all requirements have been met.

1. BEFORE SUBMITTING TO A JOURNAL OR CONFERENCE

a. Attending a conference/presenting at a conference:  If you wish to attend or present at a conference as official VA duty/activity (i.e., on VA time), you must obtain travel orders and arrange for VA reimbursement of fees and expenses by submitting a request in VHA External Conference Request System (Attendance and Cost Estimation System - ACES).  
VERY early in the process, when you have the slightest inkling that you will be attending/presenting at a conference, contact your PI, Clinical Center/Service administrator or R&D Service to submit a travel request in ACES.  NINE months in advance of the conference is recommended if you are hoping to be approved for travel and reimbursed for your fees and expenses.  If you are not able to attend the conference, the travel can be cancelled.  But if you do not get ACES authorization early enough, your expenses and conference fees cannot be reimbursed. 
(If you wish to attend or present at a conference as an official VA duty or activity (i.e., on VA time) but plan to be reimbursed from a non-VA source, you must complete VA Form 0899 for review of sponsored travel.  Contact the R&D Office for further details). 
NOTE: Personnel on IPAs are not eligible for VA-sponsored travel.

b. Read through these documents: 
· to ensure your understanding of VA requirements and 
· to understand that there may be serious consequences if a serious good faith effort is not made to comply with the requirements.
	
	PI Use

	PI Checklist
	Complies
	

	
	Y
	N
	N/A
	

	□ Read VHA Handbook 1200.19, “Presentation of Research Results” 
	
	
	
	

	□ Read VAMHCS Policy 512-135-005, “Public Relations Program”
	
	
	
	

	□ Read VAMHCS Policy 512- 512-135-016, “Research Publicity Policy”
	
	
	
	

	□ Read through the VA ORD Publication Notification webpage
	
	
	
	



c. Ensure that the following are present in the publication or presentation prior to submitting to the journal or conference.  

(See Table on next page)
[bookmark: _GoBack]


	
	PI Use

	PI Checklist
	Complies
	

	
	Y
	N
	N/A
	

	□ Authorship & Acknowledgement
The following are the guidelines for acknowledgement of VA employment and research support for media interviews, publications, research manuscripts,
abstracts, books, book chapters and presentations:
(I) When the author also holds a faculty appointment, the academic title and school also may be acknowledged.
(2) When the Principal Investigator (Pl) has 5/8ths or more VA appointment, VA must be named first, regardless whether VA is the primary source of funding or where the funds are administered.
(3) Authors or presenters of research results are required to list VA affiliation first if any of the following conditions apply:
(a) Work was funded primarily from VA resources (50 percent or more), either directly or indirectly;
(b) The research was conducted primarily in VA; or
(c) The first author was a junior scientist (e.g., resident, fellow trainee) whose salary may not have been provided by VA, but who primarily used VA funding or facilities, or whose mentor or supervisor was primarily employed or funded by VA.                                                                                [VAMHCS Policy 512-135-016]
	
	
	
	

	□ Acknowledge VA support
If the work was funded by VA, include this statement: “This work was supported [or supported in part] by [type of award, e.g., Merit Review, Career Development Award, Pilot Project) Award # [award/project number, e.g., I01 RX000123] from the United States (U.S.) Department of Veterans Affairs [as applicable, indicate Biomedical Laboratory Research and Development Service; Clinical Sciences Research and Development Service (mention the CSR&D Cooperative Studies Program if applicable); Rehabilitation Research and Development Service; or Health Services Research and Development Service].” 

If VA only provided resources (e.g., facilities or patients), include this statement: “This material is the result of work supported with resources and the use of facilities at the VA Maryland Health Care System, Baltimore, Maryland.” 
	
	
	
	

	□ Acknowledge VA employment
Acknowledge employment of VA authors with researcher(s)’s VA title(s), name of VA medical facility: “VA Maryland Health Care System”, (and, if appropriate, the specific facility, i.e. Baltimore VA Medical Center), city, and state. Academic affiliate appointments can also be listed, but if research was funded only by VA, the VA affiliation should be listed first.
[Also see VAMHCS Policy 512-135-016 for important additional details]
	
	
	
	

	□ Include DVA/US Government disclaimer 
“The contents do not represent the views of the U.S. Department of Veterans Affairs or the United States Government.” 
	
	
	
	

	□ Link to clinicaltrials.gov
If your publication concerns a clinical trial or observational study that was registered on clinicaltrials.gov, include the NCT number in the publication. This allows the clinicaltrials.gov website to link your paper to the trial registration. 
	
	
	
	



d. Obtain VAMHCS reviews.
	
	PI Use

	PI Checklist
	Complies
	

	
	Y
	N
	N/A
	

	□ VAMHCS R&D Service notification
□ Complete this checklist (p.1 and 2) and submit to the R&D Service with the documents below.
□ Provide the R&D Service with the following: The article or abstract title, an electronic copy of the abstract, manuscript or poster; VA investigators' full names and degrees; and the (proposed) journal or meeting title and date.
□ Attach a brief lay summary of the findings; and a note stating whether the findings are likely to be controversial, sensitive or particularly newsworthy, or whether they have especially important implications for VHA.
□ Complete and sign VA Form 0940.

                          
□ Are pictures or voice/video recordings used in the publication/presentation?               □  YES                   □  NO

If YES, are signed VA Form 10-3203’s and/or signed research consent forms verified?                                   □  YES                   □  NO
□ Submit the above documents to: R&D Service Deputy ACOS, x6510.
 
	
	
	
	

	□ Privacy Office review, if the publication/presentation involves human subjects
□ Complete lines 1 through 7B of VA Form 0897. 

                       
□ Send a copy of the paper/presentation plus completed VA forms 0490 and 0897 to VAHMCS Privacy Office (VAMHCSPrivacyOffice@va.gov) at least 5 business days in advance of the submission.

	
	
	
	

	□ VAMHCS R&D Service: Publication fees
□ Obtain publication fee information from the publication (Check the publication’s website for fee structure)
□ Meet with the business purchase cardholder in the R&D Service (Balresearchpurchases@va.gov) to estimate the cost and to make arrangements for payment of publication fees.  This should be done as early in the planning or submission process as possible as many journals are not in the VA vendor system. If you fail to obtain a PO# (purchase order) before the publication is accepted by the journal and published, you will not be able to use VA funds for payment of publication fees.  

	
	
	
	

	□ VAMHCS Medical Media Service: Poster Production
□ Submit the request to Medical Media Service 2-3 weeks in advance of the conference in order to allow time for MMS to work with you on the composition and production of the poster.

	
	
	
	

	□ VAMHCS R&D Service Only:
□ Notify VAMHCS Offices of the Director and/or Chief of Staff as applicable. 
□ Notify VAMHCS Office of Public & Community Relations as applicable.

	
	
	
	



2. AFTER ALL ISSUES in #1 ARE RESOLVED, SUBMIT TO THE JOURNAL OR CONFERENCE.



3. AFTER ACCEPTANCE OF THE PAPER or PRESENTATION
	
	PI Use

	PI Checklist
	Complies
	

	
	Y
	N
	N/A
	

	□ Deposit your manuscript in PubMed Central if the study was VA-funded
See guidance at: 
www.research.va.gov/resources/policies/public_access.cfm  
www.ncbi.nlm.nih.gov/pmc  

	
	
	
	

	□ Notify VHA ORD through PubTracker:
(This applies to all publications/presentations – even non-VA funded!)
Upon the paper’s acceptance, notify VA ORD Communications through PubTracker: http://vaww.pubtracker.research.va.gov.  Submit the article or abstract title, an electronic copy of the abstract, manuscript or poster; VA investigators' full names and degrees; and the journal or meeting title and date.

This allows ORD to prepare media announcements, as appropriate, and to collect data regarding productivity of the VA Research program. Please note that this step also applies to meeting presentations. 

	
	
	
	

	□ Notify VAMHCS R&D Service
□ Send confirmation that VA-funded research publications have been entered into PubMed Central to Deputy ACOS (x6510) or Grants Management Specialist.
□ Send confirmation that research publications and presentations have been entered into PubTracker to Deputy ACOS (x6510) or Grants Management Specialist.
□ Send a copy of this completed checklist to the Deputy ACOS (x6510) or Grants Management Specialist.

	
	
	
	

	□ VAMHCS R&D Service Only:
□ Notify VAMHCS Offices of the Director and Chief of Staff as applicable 
□ Notify VAMHCS Office of Public & Community Relations:
□ Assist public affairs staff to assist in developing a news release (preferably 4-6 weeks prior to release date to ensure adequate time to promote the research/medical story).
□ Forward any requests for interviews from the news media, publications and social media groups
□ Coordinate with PI or study contact to ensure that Investigator makes “a serious and good-faith effort to obtain appropriate recognition for VA”.  (Details in VHA HB 1200.19 §4.d.)
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VA0940.pdf
. ACKNOWLEDGEMENT OF REVIEW FOR
&) pepartment of Veterans Affairs PERSONALLY-IDENTIFIABLE INFORMATION

I have received, read, and agree to abide by the guidance contained in the Department of Veterans Affairs (VA) Directive 6511,
Presentations Displaying Personally-Identifiable Information. I commit to ensuring that personally-identifiable information and
information exempt from release under FOIA do not appear in presentations made available to non-VA parties, whether attendees or
members of the general public. I specifically acknowledge the requirement to follow the Guidelines for Sanitizing Presentations.

PRESENTATION NAME

DATE(S) PRESENTED LOCATION OF PRESENTATION

ATTESTED THIS DAY OF ,20

NAME OF EMPLOYEE (Type or Print) SIGNATURE OF EMPLOYEE

DATE ADMINISTRATION (VHA, VBA, NCA, OR VA)

(To be kept on file according to administration or staff office record keeping policies.)

VA FORM
JAN 2011 0940
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VA0897.pdf
W) Department of Veterans Affairs PRESENTER CERTIFICATION

1. PRESENTATION/POSTER TITLE 2. PRESENTATION/POSTER NUMBER (If available)

3. PRESENTATION/POSTER FILE NAME 4. LIST ALL SUPPLEMENTAL FILES (If applicable)

(Such as: .doc, .xls, videos, etc.)

5. NAME OF PROGRAM/PROJECT

[ A
[ B
[ c
[ D.
[ E
3
e
[ H

L

6. CHECK ALL THAT APPLY

There is no patient or employee information in this presentation.

Patient name cleansed.

Patient Social Security Number cleansed.

Patient Date of Birth cleansed.

All data elements listed in VHA Handbook 1605.1 Appendix B cleansed.

All patient and employee names have been changed to an approved fictitious format.
All references to patient social security number and date of birth have been changed to an approved fictitious format.

All photos and images have been de-identified or there is a signed VA Form 10-3203, Consent for Use of Picture and/or
Voice, on file.

A signed VA Form 10-5345, Request for and Authorization to Release Medical Records or Health Information, from the
patient to use their information in this presentation is on file. (See VHA Handbook 1605.1, paragraph 14, for policy on
what constitutes a valid written authorization).

CERTIFICATION: I certify that the above information is correct and that all the materials used in this presentation, including
Power Point files, handouts, or other presentation documentation complies with the Privacy Guidelines regarding protection of
Individually Identifiable Information (III).

7. NAME OF PRESENTER 7A. SIGNATURE OF PRESENTER (ink signature) 7B. DATE SIGNED
8. NAME OF PRIVACY OFFICER 8A. SIGNATURE OF PRIVACY OFFICER (ink signature) 8B. DATE SIGNED
VA FORM

JUN 2008

0897




http://vaww1.va.gov/vhapublications/ViewPublication.asp?pub_ID=1423

http://vaww.va.gov/vaforms/medical/pdf/vha-10-3203-fill.pdf

http://vaww.va.gov/vaforms/medical/pdf/vha-10-5345-fill.pdf
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