                       New Employee Information and Forms


The following information has been prepared to provide information related to employment.  Employees will complete most appointment forms in USA Staffing Onboarding. Forms requiring only the appointee’s signature do not need to be uploaded to USA Staffing and are done electronically.
Appointment forms that do need to be signed and then uploaded to USA Staffing include the Designations of Beneficiary forms that come to Human Resources. The employee will use their task list in USA Staffing to ensure that all forms are completed and submitted to Human Resources in a complete and timely manner.
Instructions have also been prepared for supervisors and employees to reference.  
They include: 
· Instructions for completing the I-9 and SF-61
· Sample I-9
· Sample SF-61
· Procedures for onboarding during the current pandemic
· Note that options for verifying documents for completion of the I-9 is allowed as long as extended by the Department of Homeland Security (DHS) and U.S. Immigration and Customs Enforcement (ICE) (https://www.uscis.gov/i-9-central).




New Employee Information Chart
	Type of Appointment/Action
	Required Appointment Documents Done by the Employee and HR Onboarding on the First Day
	Required Appointment Documents Done by the Employee on the First Day
	Deadlines
	Benefits

	New to DOI, Career and Career-Conditional Appointments (permanent, non-conversion)
	First day of employment: SF-61, Appointment Affidavits; I-9, Employment Eligibility Verification

	Employee makes sure the following is completed their first day: SF-181, Race and National Origin Identification; SF-256, Self Identification of Disability; W-4 Federal and State; FMS 2231, Direct Deposit; OF-306, Declaration for Federal Employment (employee verifies that nothing has changed since the last time they signed the form and if not, adds second signature after being appointed.)  

	All appointment forms should be completed and returned to HR immediately, but no later than the first Wednesday after the employee starts.  Benefits documents must be received/enrollment done within 60 days of the effective date of the appointment.
	Permanent employees on a full-time, part-time or seasonal work schedule who are expected to work more than 6 months in a year, are eligible for benefits.  They will be enrolled in Basic life insurance and covered under the retirement system.  Elections for other benefits are due within 60 days of the appointment effective date: SF-2809, Health Benefits Election Form; SF-2817, Life Insurance Election; Dental and Vision (Benefeds)
The following can be submitted at any time: TSP-1, Thrift Savings Program Election Form; All Designation of Beneficiary forms 




	Type of Appointment/Action
	Required Appointment Documents Done by the Employee and HR Onboarding on the First Day
	Required Appointment Documents Done by the Employee on the First Day
	Deadlines
	Benefits

	New to DOI, Excepted Appointment (permanent, non-conversion)
	First day of employment:
SF-61, Appointment Affidavits; 
I-9, Employment Eligibility Verification

	Employee makes sure the following is completed their first day:
SF-181, Race and National Origin Identification; SF-256, Self Identification of Disability; W-4 Federal and State; FMS 2231, Direct Deposit; OF-306 (employee verifies that nothing has changed since the last time they signed the form and if not, adds second signature after being appointed.)
	All appointment forms should be completed and returned to HR immediately, but no later than the first Wednesday after the employee starts.  Benefits documents must be received/enrollment done within 60 days of the effective date of the appointment.
	Employees on a full-time, part-time or seasonal work schedule expected to work more than 6 months in a year, are eligible for benefits.  They will be enrolled in Basic life insurance and covered under the retirement system.  Elections for other benefits are due within 60 days of appointment effective date: SF-2809, Health Benefits Election Form; SF-2817, Life Insurance Election; Dental and Vision (Benefeds)
The following can be submitted at any time: TSP-1, Thrift Savings Program Election Form; All Designation of Beneficiary forms




	Type of Appointment/Action
	Required Appointment Documents Done by the Employee and HR Onboarding on the First Day
	Required Appointment Documents Done by the Employee on the First Day
	Deadlines
	Benefits & Leave

	Transfer (from Outside of the DOI) 
	First day of employment:
SF-61, Appointment Affidavits; 
I-9, Employment Eligibility Verification

	FMS 2231, Direct Deposit; If transferring to a different state: W-4 State Tax form
	All appointment forms should be completed and returned to HR immediately but no later than the first Wednesday after the employee starts.
Within 30 days, obtain point of contact for the SF-1150 transfer of leave for prior agency and document contact information on the last leave and earnings statement from the prior agency and upload it to USAStaffing naming it “Leave and Earnings Statement” or “LES”.  
	All benefits transfer, unless the employee’s FEHB plan does not extend to the new location. SF-1152, Designation of Beneficiary: Unpaid Compensation of Deceased Civilian Employee (If desired, all other designations continue to be valid)






	Type of Appointment/Action
	Required Appointment Documents Done by the Employee and HR Onboarding on the First Day
	Required Appointment Documents Done by the Employee on the First Day
	Deadlines
	Benefits

	Reassignment/Promotion or Change to Lower Grade
	
	If moving to a different state:  W-4 State Tax form
	
	All benefits continue so there is no election opportunity unless under FEHB the employee is enrolled in a plan that does not have coverage in the new location.  



	Type of Appointment/Action
	Required Appointment Documents Done by the Employee and HR Onboarding on the First Day
	Required Appointment Documents Done by the Employee on the First Day
	Deadlines
	Benefits

	Term Appointment 
	First day of employment:
SF-61, Appointment Affidavits; 
I-9, Employment Eligibility Verification

	Employee makes sure the following is completed their first day:
SF-181, Race and National Origin Identification; SF-256, Self Identification of Disability; W-4 Federal and State; FMS 2231, Direct Deposit; OF-306 (employee verifies that nothing has changed since the last time they signed the form and if not, adds second signature after being appointed.)
	All appointment forms should be completed and returned to HR immediately, but no later than the first Wednesday after the employee starts.  Benefits documents must be received/enrollment done within 60 days of the effective date of the appointment.
	Employees on a full-time or part-time work schedule are eligible for benefits.  They will be enrolled in Basic life insurance and covered under the retirement system.  Elections for other benefits are due within 60 days of appointment effective date: SF-2809, Health Benefits Election Form; SF-2817, Life Insurance Election; Dental and Vision (Benefeds)
The following can be submitted at any time: TSP-1, Thrift Savings Program Election Form; All Designation of Beneficiary forms



	Type of Appointment/Action
	Required Appointment Documents Done by the Employee and HR Onboarding on the First Day
	Required Appointment Documents Done by the Employee on the First Day
	Deadlines
	Benefits

	Temporary Appointment: there are situations where temporary employees are referred to as employees hired for seasonal work.  This is different from a permanent employee who is on a seasonal work schedule.
	First day of employment:
SF-61, Appointment Affidavits; 
I-9, Employment Eligibility Verification

	Employee makes sure the following is completed their first day:
SF-181, Race and National Origin Identification; SF-256, Self Identification of Disability; W-4 Federal and State; FMS 2231, Direct Deposit; OF-306 (employee verifies that nothing has changed since the last time they signed the form and if not, adds second signature after being appointed.)
	All appointment forms should be completed and returned to HR immediately but no later than the first Wednesday after the employee starts.  Benefits documents must received/enrollment done within 60 days of the effective date of the appointment.
	Temporary employees are not eligible for retirement or life insurance.  Some are eligible for Health Insurance.  Due within 60 days of appointment effective date: SF-2809, Health Benefits Election Form (if applicable) 
Eligible for Health Benefits are: Temporary employees in a wildland fire or wildland fire support position or with certification of such; Employees on temporary appointments who are expected to work 130 hours per month or more for at least 90 days; Intermittent employees who are expected to work 130 hours per month or more for at least 90 days. Other temporary employees are eligible for health benefits after first extension of 1 year appointment, but will receive no government contribution.



	New Employee Forms Checklist 
Summary of HR Onboarding forms & actions

	Form in USA Staffing
	New to Gov - Perm/Term
	Temporary
	Perm/Term from within FWS or DOI
	Transfer
	Required to process personnel action
	Must be received in HR before 60 days have passed 

	Assign State Tax Form (for all new employees and for current * DOI employees who are moving to a new state
	X
	X
	*
	X
	X
	

	W-4: Federal Tax Withholding Allowance Certificate
	X
	X
	
	X
	X
	

	FMS 2231: Direct Deposit
	X
	X
	
	X
	X
	

	I-9: Employment Eligibility Verification
	X
	X
	
	X
	X
	

	OF-306: Declaration for Federal Employment – second signature
	X
	X
	
	X
	X
	

	SF-61: Appointment Affidavits
	X
	X
	
	X
	X
	

	SF-181: Ethnicity and Race Identification
	X
	X
	
	X
	X
	

	SF-256: Self-Identification of Disability
	X
	X
	
	X
	X
	

	SF-144: Statement of Prior Federal Service
	X
	X
	
	X
	
	

	SF-2809: Health Benefits Election Form
	X (if eligible)
	X (if eligible)
	
	
	
	X

	SF-2817: Federal Employees' Group Life Insurance Election
	X (if eligible)
	
	
	
	
	X

	SF-1152: Unpaid Compensation Designation of Beneficiary
	X
	X
	
	X
	
	

	SF-2823: Federal Employees Group Life Insurance Designation of Beneficiary
	X (if eligible)
	
	
	
	
	

	SF-3102: Federal Employees Retirement System Designation of Beneficiary
	X (if eligible)
	
	
	
	
	

	TSP-1: Thrift Savings Plan Election Form
	X (if eligible)
	
	
	
	
	

	TSP-3: Thrift Savings Plan Designation of Beneficiary
	X (if eligible)
	
	
	
	
	

	Other benefits done outside the system are FEDVIP/Dental & Vision/Long Term Care/Flexible Spending
	X (if eligible)
	
	
	
	
	Must be done within 60 days of employment




