APPLICANT CHECKLIST:  This list will help you submit all the documents required for this vacancy.  We recommend that you print a copy of this checklist for reference while completing your application package.  Be sure to read and follow the instructions carefully.  

_____ Resumé (or equivalent).  Please include information such as: the vacancy announcement number, position title and grade; how to contact you; descriptions of jobs held, including the name and address of employer, job title, description of duties, beginning and ending date (month/year) of employment, average hours worked per week, and supervisor’s name and phone number; education, including name and location of college, dates attended, and type and date of any degree earned; and other information, such as possession of licenses, certificates, etc.  Descriptions of duties must be sufficiently detailed to document the level of the experience.  Although not mandatory, if the position is (was) with the Federal government, either military or civilian, you should state the series and grade or pay grade (rank) and the date of last promotion.  
_____ Responses to online Assessment Questionnaire  

_____ Declaration for Federal Employment (OF-306).  Please be prepared to provide to Human Resources Office upon request.  (See “Required Documents” section of the announcement to see if the form must be included in your application package.)
_____ ARE YOU A VETERAN?  Veterans must provide legible copies of DD214s showing all dates of service as well as character of service (Honorable, General, etc.).  Copies of your DD-214 may be requested by calling 800-827-1000 or TDD# 800-829-4833.  If you are within 120 days of separation from active duty, you may attach any written document from the armed forces that certifies you are expected to be discharged or released from active duty service in the armed forces under honorable conditions not later than 120 days after the date the document is signed.

 _____ ARE YOU A DISABLED VETERAN?  Veterans with service-connected disability of 10% or more must also submit a copy of their official statement from the Department of Veterans Affairs, or from a branch of the Armed Forces, certifying their service-connected disability and/or their receipt of compensation for service-connected disability. Veterans with service-connected disability of less than 10%, non-service-connected disability, and Purple Heart recipients, as well as those claiming derived preference for a spouse, widow or widower, or natural mother, should refer to and submit a completed SF-15, “Application for 10-Point Veteran Preference” and required documentation with your application materials.  For more information on Veterans' Preference, please visit http://www.fedshirevets.gov/job/vetpref/index.aspx.
 _____ ARE YOU A MILITARY SPOUSE?  Some military spouses can be appointed based on their spouse’s military service.  Military spouses are eligible if their active duty military spouse: 1) receives a Permanent Change of Station (PCS) move; 2) has a 100% disability rating; or 3) died while on active duty.  For more information, please visit http://www.fedshirevets.gov/job/shams/index.aspx. 
 
_____ ARE YOU ELIGIBLE UNDER A SPECIAL APPOINTING AUTHORITY?  You must include proof of your eligibility (for example, a copy of qualification certificate from a State or Federal Vocational Rehabilitation Office (Schedule A appointment).  Examples of special appointment authority include appointment of people with disabilities (Schedule A appointment), Peace Corp and VISTA Volunteers, etc.   For a list of these authorities, please visit http://www.opm.gov/hr_practitioners/lawsregulations/appointingauthorities/index.asp.
 
_____ ARE YOU A CURRENT FEDERAL EMPLOYEE?  Please provide a copy of your current Performance Appraisal (must be within 15 months from the closing date of the announcement). 
 
_____ ARE YOU A CURRENT OR FORMER FEDERAL EMPLOYEE?  You must provide a copy of your last or most recent SF-50, "Notice of Personnel Action." The SF-50 must indicate proof of status (for example, you were a career or a career-conditional employee) and should identify your position, title, series, grade, step, tenure, and type of service (Competitive or Excepted). 

 
_____ DOES THIS POSITION REQUIRE A LICENSE OR CERTIFICATE?  Make sure you follow the announcement instructions for identifying or including a copy of your license or certificate in your application.
 
_____ ARE YOU AN ICTAP/CTAP ELIGIBLE?  Please make sure you submit your application/resumé, a copy of the agency notice, a copy of your most recent performance rating and a copy of your most recent SF-50 noting current position, grade level, and duty location. Please clearly state in your application package that you are applying as a CTAP or ICTAP eligible.
