INSTRUCTIONS FOR EMPLOYMENT DOCUMENTS
	REQUIRED FORMS

	REQUIRED ACTION

	OF 306, Declaration of Federal Employment

http://www.opm.gov/forms/pdf_fill/of0306.pdf 
	Copy 1: Sign, date and return. Complete, sign and date in block 17a only, and return.

Copy 2: Take with you on your reporting date to the HRO for in-processing. 
Do not sign or date Copy 2! Block 17a & 17b will be witnessed when you report.

	SF 144, Statement of Prior Federal Civilian and Military Service 
www.opm.gov/forms/pdf_fill/sf144.pdf 
	Complete, sign, date and return.  This form does not need to be notarized. List all service even if you think it has been previously verified. If you have no prior Federal Civilian or military service, complete items #1, 2, 3, and 4 on page 2 and sign and date item #9.

	SF 181, Race and National Origin Identification

www.opm.gov/forms/pdf_fill/sf181.pdf  
	Complete and return. This is used for statistical purposes only and does not become a part of your official personnel folder.

	Reserve Status ID

(Attached to email)
	Complete and return (If you do not have reserve status, select Y, not applicable).

	NADP Privacy Act Statement

(Attached to email)
	Sign, date and return.



	NADP Acceptance Statement 

(Attached to email)
	Sign, date and return  (if you decide to decline the job offer please indicate your reason at the bottom of the form)

	NADP Mobility Agreement

(Attached to email)
	Complete, sign, date and return.

	Excepted Service Statement

 (current federal employees only)
	Complete, sign, date, and return.

	SF 256, Self Identification of Medical Disability
http://www.opm.gov/forms/pdfimage/sf256.pdf 
	Complete and return.  If you have a service-connected disability or other handicap that will require special provisions or consideration in the workplace, please notify this office on a separate letter so that we can ensure an easy transition for you.

	SF 1199A, Direct Deposit

http://www.army.mil/usapa/eforms/pdf/S1199A.PDF 
	Complete, sign and return. 

Section 1: Block B leave blank, Block C is you SSN, Block G leave blank.

Section 2: Naval Acquisition Career Center, P.O. Box 2033, 5450 Carlisle Pike, Bldg 214,
Mechanicsburg, PA 17055

Section 3: Name. Address & routing Number
NOTE: If more time is needed you may return this form the day you report.

	E-QIP, for National Security Positions
	You will receive an email from the security team directing you to the on-line E-QIP application process. If you need further assistance please call the Security team:
Bonnie Geiger at (717) 605-1354 or Karen Clark at (717) 605-2548.

	SF 87, Fingerprint Card
	This card will be mailed to you.  Once received, take to a local government or law enforcement agency for completion and return. 

	SF 312, Classified Information Nondisclosure Agreement (2) copies
http://www.army.mil/usapa/eforms/pdf/S312.PDF 
	Copy 1: Sign, date and return. Thoroughly read the agreement Sign, Date, SSN.  Leave the remaining blank.  
Copy 2: Take with you on your reporting date to the HRO for in-processing. 
Do not sign or date Copy 2!

	
	

	OTHER POSSIBLE APPLICABLE FORMS
	REQUIRED ACTION

	Recruitment Incentive  Agreement

(only if applicable)
	Sign, date, and return

	FORMS TO BRING TO IN-PROCESSING
	

	FORM I-9, Employment Eligibility Verification
http://www.uscis.gov/files/form/i-9.pdf
	Bring this form with you for completion on your start date with a passport or other government issued picture ID; you will also need to bring your original birth certificate. Proof of U.S. Citizenship is a condition that must be met before you can be sworn in as a federal Employee. Bring this form and proof of citizenship documentation with you on your first day.  You will be asked to present these documents to the security office as well, since your verified citizenship is also part of your security clearance investigation.  If you are unable to bring these documents with you on your first day, please contact NACC in sufficient time to delay your start date.

	FORM W-4, Employee’s Withholding Allowance Certificate

http://www.irs.gov/pub/irs-pdf/fw4.pdf 
	Bring this form with you for completion on your start date.



	STATE TAX FORM

(Visit your applicable state webpage for this form)
	Bring this form with you for completion on your start date.



	Driver’s License, Vehicle Registration Card, and Proof of Vehicle insurance
	Bring these documents on your start date.  They are required in order to be authorized vehicle decals


PLEASE SEND ALL FORMS, INCLUDING FINGERPRINT CARD AND RESUME, AS SOON AS COMPLETED, BUT NO LATER THEN 20 DAYS FROM THE DATE OF THE EMAIL
