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Department of the Navy

Human Resources Office
Marine Corps Base Hawaii

Box 63071, Bldg 272

MCBH Kaneohe Bay, HI 96863-3071


	CAREER/CAREER-CONDITIONAL/TERM/TEMP

PRE-EMPLOYMENT FORMS

Checklist A

Candidate:  

	Please complete all forms marked below prior to your pre-processing appointment.  If you have any questions, please contact  Erica Arikawa at (808) 257-1336 (erica.arikawa@usmc.mil).  (If you are currently employed, please DO NOT terminate your employment until your entrance on duty date is confirmed by our office).
***IF YOU ARE A RE-EMPLOYEED ANUITANT PLEASE CONTACT OUR OFFICE ASAP***
COPY THE LINK BELOW AND PASTE IT INTO YOUR WEB BROWSER TO ACCESS THE FORMS. 
http://www.mcbh.usmc.mil/hro/hrdocs.htm
PRE-PROCESSING DOCUMENTS:
 FORMCHECKBOX 
   INS I-9 Form: Used to verify appointee’s identity and authorization for employment in the United     States. You must provide to the HRO representative a document from List A or List B and List C. 

 FORMCHECKBOX 
   Education/Military Reserve/Language Questionnaire : Used to ensure that your education, military reserve status, and language proficiency records are complete.

 FORMCHECKBOX 
   SF-144 - Statement of Prior Federal : Used to claim prior Active Duty Military and Federal Civilian Service for benefits, such as leave accrual and reduction in force retention.  This office will verify the dates and types of appointments claimed.

 FORMCHECKBOX 
   SF-181 - Race and National Origin: You are requested to furnish this information under the authority of 42 U.S.C. 2000e-16, which requires that Federal employment practices be free from discrimination and provide equal employment opportunities for all.

 FORMCHECKBOX 
   SF-256 - Self-Identification of Handicap: The information you provide will be used for statistical purposes only and will not in any way affect you individually.  Your cooperation in providing accurate information is critical.

 FORMCHECKBOX 
   Civilian Security Check-in Form: Attached to email. Please complete to set up Equip account for SF-85/86 questionnaire.
 FORMCHECKBOX 
   Fingerprint Card: will be completed at pre-processing appointment.
 FORMCHECKBOX 
   OF-306 - Declaration of Federal Service : The information collected on this form is used to determine suitability for Federal employment.  A false statement on any part of this declaration or other pre-employment paperwork may be grounds for not hiring you or for firing you after you begin work. (Please sign item 17a)

 FORMCHECKBOX 
   Statement of Selective Service: Verification of enrollment into selective service, required for government service (If 18 years and older).

 FORMCHECKBOX 
   Welfare to Work Program : In order to keep an accurate record of successfully employed welfare recipients, the U.S. Office of Personnel Management (OPM) request all new hires complete this form. Completion of this form is voluntary. 

 FORMCHECKBOX 
   Statement of Understanding Workers Compensation (FECA): Explains your rights and responsibilities under the Federal Employee’s Compensation Act.
 FORMCHECKBOX 
   Conditions of Employment
 FORMCHECKBOX 
  Bedrock Standards of Conduct
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