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Technician Benefits Team 

Ohio National Guard
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*Press the speaker icon on any slide to replay the audio
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NEO/eOPF Checklist

• This form is for HRO use – Complete only the 

top portion

• Print Full Name, SSN and Date of Birth

• Appointment Date will be the Sunday before the 

scheduled NEO date



Statement of Understanding for Temporary 

Appointments 

• Read and understand your rights

• Fill in the Left 3 lines: 

• Sign

• Print Name

• Today’s Date
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The HRO will complete 

this portion



SF–61  Appointment Affidavit

• Fill out the position title based on the position you 

were selected for

• Appointment date is the Sunday prior to this 

scheduled NEO date

• Department will be TAG, OH

• The Bureau will be NGB

• Place of employment is where you will be working

• Swear in to your federal civilian position

• Read and understand your responsibilities

• Sign on the “Signature of Appointee” line

• The date is the date the oath is actually taken

• City and State is where you will be working

Position Title DD/MM/YYYY

City, OH

First  MI  Last

Signature

DD Month YYY

TAG, OH NGB

Appointment 

date is the 

Sunday prior to 

the scheduled 

NEO day

Columbus Ohio
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HRO will 

complete the 

Signature of 

Officer and 

Title



SF–61  Appointment Affidavit

Oath of Office

I, John A Doe, do solemnly swear (or affirm) that - - I will support and 

defend the Constitution of the United States against all enemies, foreign 

and domestic; that I will bear true faith and allegiance to the same; that I 

take this obligation freely, without any mental reservation or purpose of 

evasion; and that I will well and faithfully discharge the duties of the 

office on which I am about to enter. So help me God.
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Form I-9  Employment Eligibility Verification

• Fill out Section 1

• Please write legibly

• Check the appropriate box

• Sign and Date 

• Continue to the 2nd page of this form 
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Form I-9  Employment Eligibility

Verification

• Fill out Section 2

• Print your full name and citizenship status

• If using a passport as ID, fill out ONLY List A (doc title, 

issuing authority, Document # and Exp. Date)

• If not using a passport, two forms of ID are needed. They 

must be entered into List B (picture ID) and List C (non-

picture ID)

• List B documents can be: 

• Driver’s License

• Military ID

• Government issued photo ID

• List C documents can be:

• Social Security Card

• Birth Certificate

• All forms of ID must be verified.

Driver’s License 
BMV__- State __
DL# SM470000
ExpDate 12/31/2021

SOC Security Card

__SSA_____________

__123-45-6789______
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HRO will 

complete 

these blocks



OF-306 Declaration for Federal Employment

Front Back
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• Fill out General Information and 

Selective Service Registration 

sections

• Fill out Military Service section –

check “no” if you have only been a 

member of the NG and have not 

deployed.  If checking “yes,” enter 

active duty/deployment info and dates

• Answer all Background Information

questions and Additional Questions

• Read section 17 and Sign and date in 

both 17a and 17b

• Section 18 must be completed IF you 

have ever been a federal employee in 

the past (whether it was with this agency 

or any others, temp or perm all count) –

Estimate the termination dates if not known



Service Computation Date (SCD) for Annual Leave

Years of

Federal Service

Hours of Annual Leave 

Per Pay Period 

1 – 3 4 hours

3 – 15 6 hours 

15 + 8 hours 

• Your prior Title 10 service may count towards your technician annual leave accrual. Submit all Title 10 DD 214s 

(basic/AIT, deployments, active duty military service) with your NEO packet. It may get you into a higher annual 

leave accrual bracket faster. 

• A DD214 is required in order to validate the service. Member-1 copies cannot be accepted. All other copies are 

acceptable.

• Additional DD-214s may be submitted within 30 days of hire if you don’t have them with you when completing the 

packet (email to HRO if not sent with packet). DD-214s received after 30 days will still be added to your SCD, the 

leave however, will not be retroactive.

• Title 32: (AGR, ADOS, Schools) is NOT ELIGIBLE.

• State Active Duty is NOT ELIGIBLE.
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• A leave SCD change will be reflected in your MyBiz

Account once updated 

• Note: This date is not correlated to your retirement 

date  



DD-214’s  - What is Acceptable?
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Cannot use 

prior active 

service 

section for 

creditable 

time

• A separate DD-214 is needed for each 

period of Active Duty – we cannot use the 

total prior active service box in order to 

count time towards leave accrual

• Remarks should state the type of service.  If 

it doesn’t, orders must be provided (unless 

the time is for basic training/IADT)

• DD 214 must reflect Honorable Character of 

Service (block 24) and dates of time lost 

(block 29)

• Member-4, Service-2, Service-7, etc are 

acceptable copies.  Member-1s do not have 

character of service and can’t be used



SF-144  Statement of Prior Federal Service

Section 5: Federal Civilian Service, 

Prior Technician

Section 6: Intermittence/absence of 

above listed Service

Section 7: Title 10 Military Service

(must list each period separately)
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• Complete boxes 1 – 4

• Mark ‘yes’ or ‘no’ accordingly

• Even if you mark “yes” in section 4, you still must complete 

sections 5-9 as applicable – this is to ensure we capture all of your 

prior service

• Section 5 – enter any prior federal civilian service. Previous service 

as a technician or Title 5 (temp, perm, indef, any) with this agency 

or any another agency (DLA, DFAS, Post Office, etc) all must be 

listed.  If unsure of the exact dates of service, estimate the dates

• Section 6 – this is uncommon but if it applies, enter time.  If unsure 

of exact dates, estimate

• Section 7 – List all Title 10 periods (basic/IADT, deployments, 

active military service) separately. DO NOT ENTER “See DD 

214s,” you must list each period.  DD 214s and/or orders must also 

be provided

• Section 8 – veterans preference

• Section 9 – read, then sign and date



• You are no longer eligible for Tricare Reserve Select now that you are eligible for FEHB

• You must contact Tricare and cancel as soon as possible

• You must cancel Tricare Reserve Select even if you do not enroll in an FEHB program

• If you are married to a military spouse that has Tricare Reserve Select, you are no longer eligible to be 

covered under their plan

• Temporary Technicians are not eligible for FEDVIP Dental or vision coverage

• May be an additional consideration when selecting an FEHB plan to ensure adequate coverage

• You may enroll for dental coverage through the Tricare Reserve Dental Program

• Enrollment is through MilConnect at : https://milconnect.dmdc.osd.mil

** IF YOU HAVE TRICARE RESERVE SELECT**

Tricare Reserve Select Eligibility
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https://milconnect.dmdc.osd.mil/


FEHB Eligibility Acknowledgement

• Read and understand this acknowledgement

• Complete bottom portion: 

• Print Name

• Sign

• Date
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SF 1152 Designation of Beneficiary
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• This form is optional, however it must be completed if you 

want to designate a beneficiary outside of the automatic order 

of precedence.  If it is not completed, any unpaid 

compensation would follow the automatic order of 

precedence:

• Spouse

• Children

• Parents 

• Estate

• Next of Kin  

• Your designation will override everything except a court order  

• Form must have your signature as well as the signatures of 

two witnesses (witnesses must not be beneficiaries)

• HRO will complete the Receiving Agency Certification 

section



This concludes the documentation portion of your

New Employee Orientation

Please ensure that all completed documentation is returned to the 

Human Resources Benefits section either directly or 

electronically

They may also by emailed to the following address:

ng.oh.oharng.list.j1-hro-benefits@mail.mil

Ohio National Guard
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