Appointment – New Special Government Employee (SGE)/Advisory Committee Members
Employee Last Name, First Name:     
IC:           

Submit the following documents as they apply to your case:

AO:

 FORMCHECKBOX 
 Printed SF-52 from CapHR (PAR action)
 FORMCHECKBOX 
 OF-8 & Position Description/T42 Statement of Duties
 FORMCHECKBOX 
 Resume or CV
 FORMCHECKBOX 
 Consultant Verification Report (to verify education)
 FORMCHECKBOX 
 Form HHS-532, Dept of HHS Request for Approval of nominees for Public Advisory Committee 

 FORMCHECKBOX 
 Form HEW-410, Supplemental Information – Expert or Consultant 

 FORMCHECKBOX 
 Form I-9, Employment Eligibility Verification 

 FORMCHECKBOX 
 Form OF-306, Declaration of Federal Employment 

 FORMCHECKBOX 
 Form SF-61, Appointment Affidavits

 FORMCHECKBOX 
 Form SF-144, Statement of Prior Federal Service 

 FORMCHECKBOX 
 Form SF-181, Race and National Origin Identification 

 FORMCHECKBOX 
 Form SF-256, Self-Identification of Handicap

 FORMCHECKBOX 
 Applicant’s statement of Selective Service registration status (if born after 12/31/59) 

 FORMCHECKBOX 
 SF-52, Request for Personnel Action 

 FORMCHECKBOX 
 Form W-4 
 FORMCHECKBOX 
 State Tax Form 

 FORMCHECKBOX 
 Form HHS-476, Record of Home Address 

 FORMCHECKBOX 
 Form SF-1199A, Direct Deposit Sign-Up

 FORMCHECKBOX 
 Checked for prior Federal Employment or if retired from Federal Service 

HR:

Filed on Temporary Side of OPF:

 FORMCHECKBOX 
 Printed SF-52 from CapHR
 FORMCHECKBOX 
 OF-8 & Position Description/T42 Statement of Duties

 FORMCHECKBOX 
 I-9 Employment Eligibility 

 FORMCHECKBOX 
 Preliminary Offer Letter 

 FORMCHECKBOX 
 Final Offer Letter

Filed on Permanent Side of OPF:

 FORMCHECKBOX 
 FRB Calculation for Service Computation Date (SCD)
 FORMCHECKBOX 
 Resume or CurriculumVitae (CV)
 FORMCHECKBOX 
 DD-214 Military Discharge or Equivalent (if applicable)

 FORMCHECKBOX 
 SF144 Statement of Prior Federal Service

 FORMCHECKBOX 
 SF-75 Request for Preliminary Employment Data (if applicable)

 FORMCHECKBOX 
 OF-306 Declaration of Federal Employment

 FORMCHECKBOX 
 SF-61 Appointment Affidavits

 FORMCHECKBOX 
 School Papers/Transcripts

Top of OPF:

 FORMCHECKBOX 
 SF-1199A Direct Deposit Sign-Up Form



 FORMCHECKBOX 
 W-4 Employee’s Withholding Allowance Certificate

 FORMCHECKBOX 
 State Tax Form



 FORMCHECKBOX 
 SF-286 Self-Identification Form

 FORMCHECKBOX 
 HHS-774 Record of Home Address Form

 FORMCHECKBOX 
 SF-181 Ethnicity and Race Identification Form

 FORMCHECKBOX 
 EDUF - Educational Data Form
Internal use between AOs and CSD Branch.  Does not replace any official checklists.


