
Welcome to Permanent
New Hire 

Orientation!



Required Federal 
Documents



Sign & Date

Verify Information

1 of 1 page



Verify Information 

Check Appropriate Box

Sign & Date

1 of 2 pages



HRO Specialist will fill 
out appropriate section

2 of 2 pages



Verify Information 
& Complete Blocks  

3a-7c

If your only active 
duty time was 
training time in 
the Reserves
Or National Guard, 
check the box
“NO”

Check  “YES”
or “NO” 

Fill in Military Service
Branch, Dates, and 
Type of Discharge

1 of 2 pages



Check  “YES”
or “NO” 

Sign & Date 
Block 17b Only respond if 

you have been 
employed by the 
Federal 
Government 
before 2 of 2 page

If you checked 
“YES” to any 
above questions, 
you must leave 
response in 
Block 16 



Verify Information
If you do NOT have
a Disability fill in 
“05”

1 of 2 pages



Verify Information

Check all 
that apply

2 of 2 pages



Verify Information

Sign & Date

Fill in Title 10 
time ONLY

Fill in any Federal
employment

Fill in any absence time
while Federally employed 
**if applicable**

Section 8 Check 
All that apply 

1 of 2 pages



Input today’s Date

Print Name

Sign

Jessica E. Bernal



Sign & Date

Verify Information

1 of 1 pages

Attach DD214’s that reflect 
Title 10 time & any Title 10 

Orders that are not reflected 
on a DD214



Take to Finance 
Packet



Fill in your Information
for blocks 1-3

Sign & Date

1 of 2 pages

Air Guard Employees 
take deposit form and 
deposit documents to 

Finance

Army Guard Employees
give your financial forms 

to USPFO 



Fill in your Information

Sign & Date

Fill in address, and blocks
3, 4, 5, 6, & 7

1 of 2 pages

Air Guard Employees 
take W-4 form to 

Finance

Army Guard Employees
give your financial forms 

to USPFO 



2 of 2 pages



Fill in your
Information

Sign & Date
1 of 1 page

Air Guard Employees 
take address change 

form to Finance

Army Guard Employees
give your financial forms 

to USPFO 



Air Guard Form ONLY!
Air Employees must 

take AF IMT 3821 form 
to Finance Fill in your 

information

Supervisors fill out 
Section 2 and 3, 

then you will bring to 
finance



Army Guard Form ONLY!  
Fill out top section and 

give to USPFO Fill in your 
information



FEDERAL HEALTH & 
DENTAL CARRIERS

GEHA – CHERYL MERRILL 
CHERYL.MERRILL@GEHA.COM

AETNA/ALTIUS/MAIL HANDLERS – SCHANN 
HOLLADAY

SEHOLLADAY@AETNA.COM

BLUE CROSS BLUE SHIELD – KIMBERLY SPARKS
KIMBERLY.SPARKS@REGENCE.COM

SELECT HEALTH – ANTHONY HOWELL
ANTHONY.HOWELL@SELECTHEALTH.ORG



Take home Packet



Employee Benefits





















How to Enroll



Click on
“GRB Platform”

Go to 
https://abc.army.mil

or
wr.acpol.army.mil/abc/

for information, 
announcements and 

access to GRB Platform 
to enroll

http://www.ebis.army.mil/
http://www.ebis.army.mil/
http://www.ebis.army.mil/


Go to 
www.ebis.army.mil/
to enroll in Health 
Insurance (FEHB), 

Life Insurance 
(FEGLI) and the 

Thrift Savings Plan 
(TSP).

Click “Launch”

http://www.ebis.army.mil/








Questions:
If you have any questions about 
GRB, contact the Army Benefits 

Center- Civilian toll Free at
1-877-276-9287

M-F 6:00 am to 6:00 pm CT



National Guard Policy and Information 



Customs And 
Courtesies 
 Remember to greet all officers as sir or ma’am

 Those in Uniform must salute when appropriate

 Call members by military rank if member is in uniform









ARMY 
ONLY!!





Bedrock Standards (5 CFR 2635.101(b))

 Public service is a public trust – (b)(1)

 Employees:

 shall not solicit or accept a gift from person or entity seeking official action from, 
doing business with, or conducting activities regulated by the employee’s agency 
(b)(4)

 shall not use public office for private gain – (b)(7)

 shall avoid actions creating the appearance of violating the law or the standards in 
5 CFR 2635.101 – (b)(14)

 When an issue doesn’t fall squarely within the rules, look to these principles 
for guidance



Gifts

 5 C.F.R. 2635.202(a)

 An employee shall not, directly or indirectly, solicit or accept a gift

 From a prohibited source or

 Given because of the employee’s official position





Example
LES 





5 minute 
Break



No Fear Act DVD



NO FEAR ACT

Watch video
No Fear Act: Part I “Introduction and Whistleblowing”



NO FEAR ACT

Watch video
No Fear Act: Part II “Discrimination Based on Race,

Color and National Origin”



NO FEAR ACT

Watch video
No Fear Act: Part III “Discrimination Based on Religion”



NO FEAR ACT

Watch video
No Fear Act: Part IV “Sex and Age Discrimination”



NO FEAR ACT

Watch video
No Fear Act: Part V “Disability and Retaliation”



NO FEAR ACT

Watch video
No Fear Act: Part VI “What Do You Do?”



State Safety Office 

 POC numbers

 801-432-4458 

 801-432-4419 

 801-432-4166

 STOP any unsafe or unhealthful working conditions, report to your supervisor.

 New employee video. (15 mins) mandatory for maintenance and hazardous 
work area employees. 



Watch video
New Hire Safety Essentials





Read and Initial 
each box

1 of 1 page

ARMY 
CHECKLIST



Read and Initial 
each box

AIR FORCE 
CHECKLIST



Verify Information

Sign Here



Questions?



END FOR TEMPS ONLY



Army Personnel

G3 - CAC Building Access
G2 - Background Check 
USP&FO - Direct Deposit Paperwork 
G6 - Computer Access
Occupational Health 



Thrift Savings 
Plan (TSP)



Thrift Savings plan

 Provides a choice of tax treatment for contributions
• Traditional (pre-tax) contributions and tax differed 

investment earnings and
• Roth (after-tax) contributions with tax-free earnings at 

retirement.

 Provides the opportunity to increase your retirement income
 TSP offers two approaches to investing your money:

• L Funds are “Lifecycle” Funds invested in a mix of stocks, 
bonds & government Securities

• Individual Funds are the G, F, C, S and I funds







TSP INVESTMENT VIDEOS



How the TSP Fits Into FERS

Watch video
Federal Employees Retirement System



G FUND

Watch video
TSP: “G Fund”



F FUND

Watch video
TSP: “F Fund”



C FUND

Watch video
TSP: “C Fund”



S FUND

Watch video
TSP: “S Fund”



I FUND

Watch video
TSP: “I Fund”



LIFECYCLE FUNDS

Watch video
TSP: “Life Cycle Funds”



How Can Compound Earnings Work For 
Me

Watch video
TSP: “How Can Compound Earnings Work For Me”



Military Buy-Back

 Do Not Enroll into Buy-Back: if your goal is AGR

 Do Enroll into Buy-Back: if you plan to stay a Federal Employee for 20 years

 You can do Buy-Back anytime during employment. Note that first 3 years of 
employment Buy-Back is interest free, after that its 3%

 Complete Buy-Back packet and return to HRO





MyBiz My Workplace

 Must Log in this week and confirm your personnel information

 Sit with supervisor and set up your plan as soon as possible







Click on 
“Staff Sites”

Click on
“HRO”





Click on
“Technician Page”



Click on the 
Link

MYBIZ+/MY WORKPACE



Click on
“Smart Card Login”



Click on
“HR” BLOCK



Click on
“Accept”



Click on
“MyPerfomance”



Drop down
Click on

“National Guard 
(Title 32)”





Click on
“Request Employment

Verification”





Employee Receives



Financial Institution Receives
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