New AD Checklist 

Name: ___________________________
Home Phone: _____________________
Cell Phone: ______________________
Email Address: ___________________
The forms listed below are required of all AD’s hired by the Forest Service and need to be submitted as a complete package to Debbie Hahn.  Incomplete packages will be returned and fire assignments will not be approved until paperwork is complete.  The forms include:
[bookmark: _GoBack]		______		2020 Application for Sponsorship
		______		I-9 Employment Eligibility Verification (Expires 8/31/19)
		______		W-4 Employee’s Withholding Allowance Certificate
		______		Direct Deposit Form SF-1199A
		______		Vendor Code Information Worksheet Form FS-6500-231
		______		Incident Behavior Form PMS 935-1
		______		OF-306 Declaration of Federal Employment
______	Single Resource Casual Hire Form Form PMS-934 (five copies, signed but not dated)       
		______		Copy of current year Red Card and Master Record
		______		*Copy of front and back of current year driver’s license 
		______		*Copy of current Defensive Driving certificate
After these two ** items are received, an OF-346 will be issued which will allow the AD to operate Forest Service owned or leased vehicles.
*****************************************************************************
Upon returning from assignments, AD’s are required to document their travel expenses on an AD Trip Itinerary and submit required receipts, as well as a copy of their OF-288 (with P codes for ALL fires), resource order and Casual Hire Form.  Incomplete packages will be returned to the AD to obtain omitted information.
		______		AD Trip Itinerary
