In Processing Employment Forms 
Checklist
Employee’s Name: ___________________________________________________

Title/Series/Grade: ___________________________________________________

EOD: ___________________________________________________

Required Security Forms

_____ Declaration of Federal Employment (OF-306)

_____ Credit Report Release for Employment (SBA-2044)

_____ Computer Access Clearance Form (SBA-1228)  

Required Appointment Forms

_____ Appointment Affidavits (SF-61) 
_____ Employee Address (AD-349)
_____ State Tax Withholding Form (if required)

_____ Ethnicity and Race Identification (SF-181)

_____ Employee Data

_____ Employment Eligibility Verification (I-9)

_____ Employee’s Federal Withholding (W-4 Form)

_____ Self Identification of Handicap (SF-256)

_____ Direct Deposit (FMS-2231)

_____ Statement of Prior Federal Service (SF-144)
Benefit Forms

_____ Federal Employee Health Benefits Election Form (SF-2809)
_____ Federal Employee Life Insurance Election Form (SF-2817)

_____ Designation of Beneficiary, Federal Employee Life Insurance (SF-2823)

_____ Thrift Savings Election Form (TSP-1)
_____ Catch-up Contribution Election (TSP-1-C)

_____ Investment Allocation (TSP-50)

_____ Thrift Savings Plan, Designation of Beneficiary (TSP-3)

_____ Federal Employee Retirement System Designation of Beneficiary (SF-3102)

_____ Unpaid Compensation Designation of Beneficiary (SF-1152)
_____ United States Series EE Savings Bonds (SBD 1928)

_____ United States Inflation-Indexed Savings Bond (SB-2253 E)

Other Forms

_____ Public Transportation Benefit Program Application 


_____ Transportation Act of the 21st Century Enrollment/Certification Form

_____ Small Business Administration – Application for Parking Permit 

_____ Smartrip Benefits Participation Form
