
ORIENTATION DOCUMENTS

DOCUMENTS IN ORDER BASED ON POWERPOINT 

_____ CURRENT POLICIES 

_____ SIGNATURE PAGES 

_____ HR ORIENATION CHECK LIST 

_____ SUPERVISOR CHECK LIST 

_____ POSITION DESCRIPTION (2-COPIES) 

_____ SECURITY CHECK-IN SHEET 

_____ OF-306 (FROM APPROVED APPLICATION) 

_____ KRONOS CARD AND FORM 

_____ ETHICAL AND RACE IDENTIFICATION 

_____ SELF-IDENTIFICATION OF DISABILITY 

_____ BENEFICIARY 

_____ PRIOR FEDERAL EMPLOYMENT 

_____ FINGERPRINT LETTER 

_____ EMERGENCY LOCATOR 

_____ DIRECT DEPOSIT 

_____ FEDERAL W-4 

_____ STATE VA-4 

_____ MSRRA (ONLY FOR THOSE APPLICABLE) 

_____ I-9

_____ APPOINTMENT AFFIDAVITS 

_____ RESUME 

____________________________________________ DATE ___________ 

HR ASSISTANT 




