eOPF APPOINTMENT PROCESSING CHECKLIST


[bookmark: _GoBack]EOD:___________
NAME:__________________________________________________________

Appointment Type:

	Accession
	
	

	Transfer
	
	Request OPF/eOPF

	Reinstatement
	
	Request OPF NPRC

	Conversion
	
	

	Other
	
	



**Under the eOPF column the HR Specialist is responsible for annotating which documents should be attached per appointment type before given to the assistants
	
	SPECIALIST
	PAC
	IN-PROCESSING FORMS
	

	
	
	I-9
	Employment Eligibility Verification

	
	
	SF 144
	Statement of Prior Federal Service

	
	
	SF 61
	Appointment Affidavit

	
	
	Retired Military-Reserve Category Identification Sheet
	Retired Military-Reserve Category Identification Sheet

	
	
	OF 306
	Declaration of Federal Employment

	
	
	SF 813
	Verification of Military Retiree's Service in Non-Wartime Campaigns or Expeditions

	
	
	
	

	SPECIALIST
	PAC
	OPTIONAL FORMS
	

	
	
	SF 2808 
	Designation of Beneficiary for CSRS (optional)

	
	
	SF 2823 
	Designation of Beneficiary (FEGLI)

	
	
	SF 3102 
	Designation of Beneficiary (FERS)

	
	
	SF 3109 
	Election of Coverage Federal Employees Retirement System (FERS)

	
	
	RI-20-97/OPF Form 1515/OPM Form 1514
	Deposits for Military Service, Earnings/Election/Worksheet

	
	
	SF 1152
	Designation of Unpaid Compensation

	
	
	
	

	
	
	Form
	Name of Document/Form

	SPECIALIST
	PAC
	NEW HIRE DOCUMENTS
	

	
	
	
	Resume

	
	
	
	Advance in Hire 

	
	
	
	Recruitment, Relocation,  and Retention Incentives

	
	
	
	Creditable Service for Annual Leave Accrual

	
	
	
	Student Loan Repayment

	
	
	
	SF  75 information and additional information sheet

	
	
	
	Drug Testing Memo

	
	
	
	Security

	
	
	
	

	SPECIALIST
	PAC
	NEW HIRE DOCUMENTS (CONT)
	

	
	
	
	

	
	
	DD 2365
	Emergency Essential Position Agreement for DoD CCivilian Employees Overseas

	
	
	
	Rotation Agreement with/without Return Rights/
Mobility Agreement

	
	
	
	Term/Temp conditions of employment

	
	
	
	NDU Statement of Understanding

	
	
	
	VRA agreement

	
	
	SF50
	SF 50 if prior service

	
	
	
	Transcripts

	
	
	
	Professional Certificates/Licenses

	
	
	DD214
	DD214 (member 4 copy)

	
	
	In lieu of DD214
	Statement of Service

	
	
	SF 15
	Application for 10-Point Veteran's Preference

	
	
	
	VA letter

	
	
	
	Death Certificate – (Military Spouse Preference if applicable)

	
	
	
	Pathways  Agreement 




	SPECIALIST
	PAC
	REEMPLOYED ANNUITANT FORMS
	

	
	
	
	Notice to Reemployed Civil Service Retirement System (CSRS) and CSRS-Offset Discontinued Service Retirement (DSR) Annuitants


	
	
	
	Notice to Reemployed Federal Employees Retirement System (FERS) Discontinued Service Retirement (DSR) Annuitants


	
	
	
	Reemployed Annuitant Questionnaire DSR Annuitant


	
	
	
	Reemployed Annuitant Questionnaire Non-DSR Annuitant


	
	
	DD 2937

	Election of Retirement Coverage for Reemployed Civil Service Retirement System (CSRS) and CSRS-Offset Discontinued Service Retirement (DSR) Annuitants


	
	
	DD 2938


	Election of Retirement Coverage for Reemployed Federal Employees Retirement System (FERS) Discontinued Service Retirement  (DSR) Annuitants
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