INSTRUCTIONS FOR FORMS
SPECIAL GOVERNMENT EMPLOYEE APPOINTMENT

RESERVE FORCES POLICY BOARD 

1. A copy of your bio (include COLOR PHOTO).

2. BLANK Photo Usage Authorization (final).doc
· Print, sign and dated 
3. A color copy of your current US Government issued passport signature and picture pages.
4. Conditions of Employment for Experts and Consultants (SD 436)

· Transportation and Subsistence is already checked for you.  
· Please print, sign and date at Box 2.
5. Disqualification Statement (Internal Form)

· Please print, sign and date.
6. a. “An Ethics Guide for Consultants and Advisory Committee Members at the Department of Defense” 
b. Please sign the attached “Ethics Review Certification” document acknowledging you received and read this document.  You will receive annual refresher ethics training at RFPB meetings.
7. Optional Form 306 (OF 306), Declaration for Federal Employment 

· Sign and date 17a, and

· ONLY sign (DO NOT DATE) 17b.
· Form also available at http://www.opm.gov/forms/pdf_fill/of0306.pdf   

8. Form I-9, Employment Eligibility Verification

· Form also available at www.uscis.gov/files/form/i-9.pdf
9. Standard Form 144 (SF 144),  Statement of Prior Federal Service
· If no prior federal service, check no in block 4, sign, and date

· If prior federal service, complete entire form, sign and date  

· Form also available at www.opm.gov/forms/pdf_fill/SF144.pdf 
10.  A completed Electronic Signature authorization form.
11.  Security Clearance Information for National Security Personnel System personnel.

a  Let us know if you have, or do not have a security clearance.

      b  If you have a security clearance, tell us who issued the clearance to you.
      c. If you do not have a security clearance, a Security Applications may be required.  Be prepared 
          to submit  biographical and historical information for Security background checks.
