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Dear Appointee:
Please download and complete the following forms prior to attending new hire orientation.  You will be submitting all forms during the orientation, and your start date and/or benefits may be delayed if any forms are not submitted at that time.
Employment Forms (Completed by all employees)
•   Optional Form 306, Declaration of Federal Employment 
•   Standard Form 144, Statement of Prior Federal Service 
•   Form I-9, Employment Eligibility Verification 
          ◦   Bring your passport, or 
          ◦   Bring your state-issued driver's license and your social security card 
•   Form W-4, Employee's Federal Withholding Allowance Certificate 
         • Your state withholding allowance certificate 
•   Standard Form 181, Ethnicity and Race Identification 
•   GSA 5000, Education Data Update
•   Standard Form 256, Self-Identification of Disability
•   Standard Form 1199A, Direct Deposit Sign-Up Form
     ◦   Bring a voided personal check or complete the financial institution information
Benefit Forms (completed by new/newly eligible employees)
•   Form TSP-1, Election Form - TSP
•   Form TSP-1-C, Catch-Up Contribution Election, if you are age 50 or older.
•   Standard Form 2809, Employee Health Benefits Registration Form - FEHB
•   Standard Form 2817, Life Insurance Election - FEGLI 
•   Deposit/redeposit form for CSRS or FERS retirement plan, if applicable 
◦   District of Columbia Form D-4
◦   Maryland Form MW507
◦   Virginia Form VA-4
◦   Other state W-4s
►  Note to employees transferring from another Federal agency:  Your benefits will transfer automatically.  Please verify your vacation and sick leave accruals transferred accurately and contact CABS with any questions or concerns.  
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If you have any questions, please feel free to ask them during the orientation.  You can also e-mail them to gsacabs@gsa.gov before or after the orientation.  Your e-mail will be responded to within one business day of receipt.
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Beneficiary Order of Precedence
You do not have to designate a beneficiary if you are satisfied with the order of precedence that the law provides.  That order of precedence is:
1.         To your widow or widower.
2.         If your widow(er) is deceased, to your child or children, with the share of any deceased child distributed among the descendants of that child.
3.         If none of the above, to your parents in equal shares or the entire amount to the surviving parent.
4.         If none of the above, to the executor or administrator of your estate.
5.         If none of the above, to your other next of kin under the laws of the state in which you live at the time of your death.
 
Beneficiary Forms (Completed by new/newly eligible employees) 
•   Standard Form 1152, Designation of Beneficiary - Unpaid Compensation of Deceased 
    Civilian Employee
•   Standard Form 3102, Designation of Beneficiary  - FERS 
•   Standard Form 2823, Designation of Beneficiary  - FEGLI 
•   Form TSP-3, Designation of Beneficiary  - TSP (mail or fax directly to the Thrift 
    Savings Board using the contract information on page one)  
 ►  Note to employees transferring from another Federal agency:  Your beneficiaries will transfer automatically.
 ►  Note to all employees with FERS and FEGLI coverage:  If no beneficiary form is on file, benefit payments will be made in the statutory Order of Precedence, detailed below.

