






As with your DEA, VISTA credentials review 
personnel recommend that you apply 
for Medicare Part B participation during 
your residency for some of the reasons 
mentioned previously—having a permanent 
address, having plenty of time, etc. 

If Medicare will be billed for you services, you 
will need a National Provider Identifier (NPI.) 
The NPI is a Health Insurance Portability and 
Accountability Act (HIPAA) Administrative 
Simplification Standard. The NPI is a 10-
position, intelligence-free numeric identifier 
(10-digit number). This means that the 

numbers do not carry other information 
about you, such as the state in which you 
live or your medical specialty. Beginning May 
23, 2007 (May 23, 2008, for small health 
plans), the NPI must be used in lieu of legacy 
provider identifiers in the HIPAA standards 
transactions.  

As outlined in HIPAA, covered providers must 
also share their NPI with other providers, 
health plans, clearinghouses, and any entity 
that may need it for billing purposes. 
The best news is the application process is a 
very simple on-line process and should take 

no more than 20 minutes. Start here: https://
nppes.cms.hhs.gov/NPPES/Welcome.do.  
You will receive an e-mail confirmation that 
includes your number. Please keep a copy of 
this e-mail. It is the only confirmation you 
will receive! 

For more information, visit the CMS website at 
www.cms.hhs.gov/NationalProvIdentStand.  

Again, physicians who will be working with 
VISTA can receive assistance with this 
process. Ask your recruiter and work it into 
your plan.

TIP 3Sign up for Medicare Participation

3.
Instructions are available from their web site at  
www.deadiversion.usdoj.gov.

We also have a Private Licensing team to help 
you apply for licenses not related to work for 
VISTA. Visit www.vistastaff.com/physicians/
licensing for more details.

In nearly every medical specialty, you 
must have a DEA license to practice 
medicine anywhere in the United States. 
You will need it to write any form of 
prescription for controlled substances.

Your residency program may have a blanket 
hospital DEA license covering residents. This 
covers you during your training. However, you 
will eventually need a personal DEA. Having a 
permanent address and specified worksite in 
the same state as your original medical license 
makes the process much simpler. And you may 
be eligible for reduced student rates. 

According to the Drug Enforcement Agency, 
the process should take between six and eight 
weeks. Instructions are available from their 

web site at www.deadiversion.usdoj.gov/
drugreg/reg_apps/index.html. If you have 
decided to work locum tenens assignments 
with VISTA, our licensing team will be happy to 
assist you with the process. Ask your recruiter 
and work it into your plan. 

Note that you must have at least one medical 
license before applying for a DEA.

TIP 2Get a DEA

2.
To do it yourself:

For tips on completing the process yourself, read 
“Getting a License—The Basics,” on the AMA 
website at www.ama-assn.org/ama/ pub/category/ 2644.
html.

How to on 
the DEA:



Wherever you choose to work, you 
will have to provide a comprehensive 
CV and documents for credentialing and 
privileging. Physicians who work locum 
tenens assignments go through an initial 
credentials review process with VISTA 
Staffing Solutions. Then we coordinate 
site-specific credentialing and help you get 
privileges at each assignment location. 
Our credentials review and licensing team 
recommends that you keep the following 
documents together in a secure place. 

>	 Birth certificate (if born in the U.S.), 
	 naturalization papers, or proof of U.S. 	
	 employment eligibility 
>	 �Six (6) legal passport photos for licensing 	

and staff privilege applications 
>	 Copy of undergraduate diploma 
>	 Copy of medical school diploma 
>	 Copy of initial licensing exam scores 
>	 �Copy of all post-graduate training certificates: 
	 • Internship 
	 • Residency 
	 • Fellowship (if applicable) 
>	 �Copy of specialty board certification(s) 

and recertification(s) (if applicable) 

>	 Copy of current DEA registration 
>	 �Copy of all state licenses, both active 

and inactive (your wall certificates and 
wallet cards) 

>	 Copy of state controlled substance 
	 registrations (if applicable) 
>	 Copy of ECFMG certificate (if applicable) 
>	 �Copy of ACLS/ATLS/BLS/NALS/ 		

PALS/NRP/MQSA certificates 
(as applicable) 

>	 Copy of military separation papers
	 (i.e., DD214) (if applicable) 
>	 Legal documentation of name changes 
	 (if applicable)

TIP 6Keep these Documents on Hand

6.
As you well know, board certification is 
evidence that you have successfully 
completed an approved educational and 
training program and passed a rigorous 
evaluation process. It demonstrates that 
you are prepared to provide quality patient 
care in your specialty. 

At VISTA, we are finding that more and 
more hospitals and practices will not consider 
non-board certified physicians for employment 
or partnership. This means it is increasingly 
difficult for us to find assignments for non-
board certified physicians. In addition, we are 
finding that some state licensing boards are 
reluctant to issue licenses to non-board 
certified physicians.

It’s also important that you keep your 
certification current. All certificates issued 
by members of the ABMS (American 
Board of Medical Specialties®) and the 
American Osteopathic Association are 
time limited. The limits range from six 
to 10 years, depending on the board 
and specialty.

TIPS 4-5Get Board Certified

4. 5.

Recertify When it’s Time

Study Tip:

If you are board prepared, you can begin working locum 
tenens assignments before you take your exams. In fact, 
it’s a great way to earn an income while ensuring that 
you’ll have the time and flexibility to study. Visit the ABMS 
web site at www.abms.org for more information on 
general and subspecialty certification.



There are a few simple tips that will really 
make a difference in the impact your CV 
can have on a potential employer, locum 
tenens agency, or locum tenens client. 

Be thorough. As a general rule, list your most 
current activity first. Include month/day/year 
for all dates. Be aware that any gap in time 
must be explained. If you backpacked through 
Europe for three months, spell it out in your 
CV. Otherwise, it will generate a red flag in 
the mind of the reviewer and you will have to 
provide an explanation. It can slow things down 
or potentially hurt your chances for a position. 
Also, be sure to give your full name and 
make sure you can be reached at the address, 
telephone number and e-mail address that you 
include. Check this each time you send your 
CV out.

Use title headings and a consistent flow. 
Break the information into sections with clear 
title headings. People who review lots of CVs—
including organizations that are regular users 
of locum tenens physicians—are used to seeing 
the information in the following order. We 
recommend that you follow it. Go to the 
Physician Document Library on our website, 
www.vistastaff.com/physicians, and 
download a pre-formatted Microsoft Word® 
template that will help you get started. 

>	Personal information (full name, address, 	
	 phone numbers, e-mail address) 
>	Professional work (include organization 	
	 name, city, state)
	 • Practice specifics 
	 • Hospital affiliations 

>	Military service 
>	Academic history 
	 (include organization name, city, state)
>	Graduate training 
	 • Fellowship 
	 • Residency 
	 • Internship 
	 • Medical School 
	 • Undergraduate training 
>	Licensure 
>	Certifications 
	 • Recertification dates 
>	Professional associations 
>	Honors 
>	Volunteer work, community service, 
	 additional accomplishments 
>	Publications, presentations, research 

Build a Powerful CV

8.
Transitioning from your program to another 
job or to locum tenens work requires 
some advance planning. Many physicians, 
including locum tenens physicians, work 
as independent contractors. This gives you 
the benefit of complete control over your 
schedule and the locations in which you 
choose to work. It also presents you with 
the challenge of coordinating some things 
that are usually taken care of by an 
employer or group when you accept a 
full-time job. 

Health insurance is the first issue most 
independent contractor physicians worry 
about. You will find options through your 
alumni association, the AMA, regional medical 
associations, state associations, and more. Visit 
www.vistastaff.com/residents to download our 
whitepaper, Health Insurance Coverage for 
Independent Contractors, for more information. 
Life, disability, long-term care, dental 
insurance, and retirement planning are 
other considerations. Again, your alumni 
association, the AMA, regional medical 
associations, and state 
medical associations are a good resource.

TIP 7Locate Insurance and Other Resources

7.
Check out the VISTA 
Advantage Program:

VISTA Staffing Solutions offers the VISTA Advantage 
Program to physicians who choose to work through 
us. The program is designed to make taking care of 
some of these issues easier. The program, available to 
any physician who works with us, gives you access to 
discounted financial, insurance, and tax planning 
assistance; Opportunity Alerts (e-mail notification of 
jobs in locations that interest you); an on-line travel 
service; and discounted fitness programs. It also 
includes access to a secure, private Web portal through 
which you can track your work schedule, review your 
compensation history, and maintain your personal and 
professional information.

TIP 8



VISTA Staffing would love to help 
you shape the next phase of your 
professional life. 

Locum tenens work through us gives you the 
opportunity to work a flexible schedule, payoff 
loans, study for your boards, and experience 
a variety of practice types in a variety of 

geographic locations. We’re the only physician 
staffing firm that offers you a full range of 
work options, from locum tenens in the US, 
New Zealand, and Australia, to long-term 
transitional jobs of a year or more. When you 
are ready, we offer permanent placement 
in clinical, clinical academic, and clinical 
executive positions.  

VISTA Staffing Solutions
800-366-1884
www.vistastaff.com

TIP 9Call VISTA!

9.
Use an all-purpose font. Use a traditional 
font that is easy to read and holds up when 
faxed. Ariel and Helvetica are good choices. 
Non-standard fonts may not be loaded on all 
computers, so a person who has received an 
electronic copy of your CV may not be able 
to read it. At the very least, the computer will 
substitute another font and mess up your 
formatting. Avoid the use of all capital letters 
and excessive bold, italic, or underlining. 
Use 12-point type if possible, never smaller 
than 10.

Update and customize for each opportunity. 
It is usually very easy to update your CV and 
add a few details that make it obvious that you 

are interested in a specific job. This is critical 
if you are applying for a permanent position. 

Recruiters always look for “BLTs” in a CV, so if 
you were born, licensed, or trained in an area 
and applying for a position there, make sure 
to highlight it. 

If you choose to work as a locum tenens with 
VISTA, we can help you create a CV specific 
to locum tenens that won’t require constant 
changes. We’ll also help you keep it up to date 
as you gain experiences, new licenses, new 
certifications, etc.

What NOT to include 
in your CV:

>   Social security number 
>   Licensure numbers 
>   Examination scores

You will have the opportunity to supply them at a later 
date in a more secure way.
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