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Notes for Slide 14: New Employee In-Processing
The New Employee In-Processing Sheet captures contact information for you, as well as for the emergency contact that you designate. 

Complete the Identifying Information section. It is important that we have on file your current phone numbers and personal email address, if you have one. The primary reason is that we use this contact information to reach you when you are being activated for duty and placed in a pay status. 

Be sure to indicate whether you have Previous Government Experience. We use this information to determine your adjusted service computation date, which in turn determines the date you become eligible for certain benefits.  Leave the Adjusted Service Computation Date blank.

Please tell us whether you have a valid driver’s license. This information is useful when we are identifying staff who will be deployed to the field, and we need to identify drivers. 

List two Emergency Contacts and provide at least one phone number for each.

Under Other Relevant Information by Employee, please let us know if there is anything else that you think might be relevant to your appointment. 
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