Instructions for SF-61, Appointment Affidavits; Form I-9, Employment Eligibility Verification & appointment documents 
 
New Employee Instructions 
Form SF-61, Appointment Affidavits (Oath of Office)  
· Complete Employee Section in USA Staffing Onboarding and sign on the first day of employment.
· Onboarding will approve the form following the New Employee Orientation session (form does not need to be notarized). 
 

Form I-9, Employment Eligibility Verification 
1. Review Page 3 of the form I-9 to identify appropriate forms to verify your employment eligibility. You may choose either one document from List A or a combination of a List B and List C document. 
2. Photograph or scan your selected documents and upload to USA Staffing Onboarding under the appropriate task.
3. Complete Section 1 of the I9 Form on USA Staffing Onboarding and sign no later than the first day of employment. 
4. Upon completion of steps1-3 Onboarding will complete “Section 2. Employer or Authorized Representative Review and Verification”. 

*Provisional guidance, with alternatives to verify documents applies for employees working remotely due to COVID-19 (https://www.uscis.gov/i-9-central).   
 
Remaining appointment documents 
· While you are in USA Staffing Onboarding review the remainder of your tasks to be sure your appointment tasks have been completed.  
· Please note that it is very important to do this timely and make sure all documents are complete and accurate.  These documents impact the JAO HR Operational Support Office's ability to complete your personnel action and get you paid.  Double check your full legal name, Social Security Number and Date of Birth. 


