 SEQ CHAPTER \h \r 1
DHRO EOD CHECKLIST
Employee Last Name, First Name:      ,      
EMPLID:      
IC:           

	Generally, the following documents are necessary to effect an EOD, CAO, or transfer.  There are exceptions and additions because each case is unique.  


For TRANSFERS, TEMPORARY, CAREER-CONDITIONAL, CAREER AND  REINSTATEMENT APPOINTMENTS   

CLIP to OUTSIDE of OPF...

	
	OPF Recharge Slip

	
	Printed SF-52 from EHRP (include Immigration Clearance Form)

	
	Position Description (2 copies)

	
	SF-181, Race and National Origin Identification

	 TC \l1 "
	HHS, Record of Home Address TC \l1 "

	
	Tax Forms (State and Federal)

	 TC \l1 "
	SF-1199A, Direct Deposit TC \l1 "

	
	SF-256, Self-Identification of Handicap

	 TC \l1 "
	 SF-75  TC \l1 "(If alternate format is used, include Supplemental SF-75 Information Form)

	
	 TSP-1, Thrift Savings Plan Election Form

	 TC \l1 "
	SF-2809 or SF-2810, Health Benefit Form TC \l1 "

	
	  SF-2817, Life Insurance Election

	
	PSP or PCA or Retention Allowance (Please BOLDLY flag)


PLACE ON LEFT SIDE of OPF in order shown (not for filing purposes)...

	 TC \l1 "
	SF-1152, Designation of Beneficiary – Unpaid Compensation TC \l1 " (optional form)

	
	Pre-Employment Letter or Confirmations

	
	I-9, Employment Eligibility Verification

	
	SF-127, Request for OPF (if OPF is not received prior to EOD)

	
	SF-39, Request for Referral of Eligibles ( if applicable) (sanitized)

	
	Position/Job Number Request Form


PLACE ON RIGHT SIDE of OPF in order shown (not for filing purposes)...

	
	Resume/Application for employment

	 TC \l1 "
	SF-144, Statement of Prior Federal Service TC \l1 "

	
	School Letters (STEP, SCEP Employment) and Transcript

	
	Approvals for Title 42 Programs

	
	OF-306, Declaration for Federal Employment

	
	SF-61, Appointment Affidavits

	
	 TC \l1 "SF-3102, Designation of Beneficiaries (FERS)

	
	SF-2823, Designation of Beneficiaries (FEGLI)  TC \l3 "


For CAOs 

(PROMOTIONS, CLG, and REASSIGNMENTS)
	
	Provide a phone and FAX number where the OPF is located to FAX the pick-up SF 50

	
	Provide an SF-2810, Notice of Change in FEHB Enrollment


For more information, please contact      
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