
ONBOARDING NEW 

EMPLOYEES’ PAYROLL & 

BENEFITS DOCUMENTS GUIDE

Welcome to the FBI!

You are required to complete multiple Payroll/Personnel forms prior to your arrival, and Benefits 

forms during your first week on site. 

Please take some time to thoroughly read through this document. Following these instructions 

will eliminate having to redo forms. We are focused on ensuring that all employees are paid 

timely and accurately and that you are covered with important health and life insurance 

benefits. 

Thank you, 

Human Resources Division
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Payroll and Benefits Forms 

• Payroll Forms must be completed prior to attending the Onboarding New 

Employees (ONE) Program.

• Benefits Forms must be completed within 60 days of your entry on duty (EOD) date, 

but we strongly recommend submitting these documents as soon as possible.

• To access your Payroll and benefits forms, login to your FBIJobs account and select the 

My Hiring Documents tab, Be on the lookout for follow-up emails after forms have 

been reviewed, designating that updates are required. 

Additional Information

• Prior/Transferee Federal Employees – Complete all Payroll & Benefits Forms. Please 

also send the following: last SF-50 from your prior agency, last Leave & Earnings 

Statement.

• Current FBI Onboard Employees – Only submit the following forms: Payroll 

Checklist, FD-1190, State Tax Form, any other forms required due to changes in status 

or address. 

Important Note: If you do not complete all required forms, this may 

delay your onboarding/payroll processing.

https://apply.fbijobs.gov/
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New Hire Forms: FD-1191, Direct Deposit Form  

Please fill out all fields highlighted in yellow.

Important Note: A Voided Check or Bank Issued Authorization Letter 

must be attached in the Additional Attachments section.



4Onboarding New Employees’ Payroll 

& Benefits Documents Guide 
FD-1190 Address Form |

New Hire Forms: FD-1190, Address Form 

Please fill out all fields highlighted in yellow.

Important Note: Please use your permanent address.
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New Hire Forms: Federal Tax Form W-4

Please fill out all fields highlighted in yellow.

In Step 1, select the 

applicable tax filing 

status.

Complete Steps 2-4 

based on your personal 

tax situation. 
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New Hire Forms: State Tax Forms

The state tax form must be uploaded as an attachment in the Additional Attachments 

section.

Important Note: AK, FL, NH, TN, SD, WA, NV, TX, WY are exempt from 

state tax. Please visit your state’s taxation website to find your 

appropriate state tax form(s). 
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New Hire Forms: FD-291 FBI Employment Agreement

Please fill out all fields highlighted in yellow.
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New Hire Forms: SF-256, Self-Identification of Disability 

Please fill out all fields highlighted in yellow.
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New Hire Forms: SF-181, Ethnicity and Race Identification

Please fill out all fields highlighted in yellow.
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New Hire Forms: SF-144, Statement of Prior Federal Service

Please fill out all fields highlighted in yellow.
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New Hire Forms: FD-173, Information Concerning Last Federal 

Employment

Please fill out all fields highlighted in yellow if “Yes” is selected for the first question.
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New Hire Forms: I-9, Employment Eligibility Verification 

I-9 Acceptable forms of Identification:

• All documents must be unexpired.

• Upload a copy of each supporting document in the additional Attachments section.

• List A: If you choose List A – you only need the one document

• Valid U.S. Passport (cannot be expired)

• List B: If you choose List B you must also have an item from List C

• Driver’s License

• Military ID Card

• School ID Card

• List C 

• Social Security Card

• Birth Certificate 

Check the applicable 

box(es)
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New Hire Forms: TSP-1 Election Form (not required for Intern 

Applicants

Please fill out all fields highlighted in yellow.
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New Hire Forms: FD-1203 Previous Agency Information

Please fill out all fields highlighted in yellow if “Yes” is selected for the first question.
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New Hire Forms: Benefits Forms

What you will need:

ALL FORMS ARE REQUIRED UNLESS 

NOTED “IF APPLICABLE”

• Benefits Forms

• SF-2809, Health Benefits Election 

Form

• SF-2817, FEGLI Life Insurance 

Election Form

• SF-1152, Unpaid Compensation 

Designation of Beneficiary 

• SF-942, Statement of Military 

Reserve Obligations (if applicable)

• SF-3102, FERS Designation of 

Beneficiary

• SF-2823, FEGLI Designation of 

Beneficiary

• SAMBA Benevolent Fund 

(Online Enrollment)

• Please use the link below to the OPM’s 

website to review important health care. 

plan information

• https://www.opm.gov/healthcare-

insurance/healthcare/plan-

information/guides/#urlGuides-Overview

https://www.opm.gov/healthcare-insurance/healthcare/plan-information/guides/#urlGuides-Overview
https://www.opm.gov/healthcare-insurance/healthcare/plan-information/guides/#urlGuides-Overview
https://www.opm.gov/healthcare-insurance/healthcare/plan-information/guides/#urlGuides-Overview
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New Hire Forms: SF-2809 FEHB – Health Insurance Form

Please fill out all fields highlighted in yellow and any other pertinent information.

All new employees 

should complete the 

mandatory 

highlighted areas, 

and any other 

pertinent 

information as it 

relates to your 

health insurance.
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New Hire Forms: SF-2809 FEHB – Health Insurance Form (Part 2)

Please fill out all fields highlighted in yellow and any other pertinent information.

All new employees 

should complete the 

mandatory 

highlighted areas, 

and any other 

pertinent 

information.

If you choose not to 

enroll, please 

complete Part E. 



18Onboarding New Employees’ Payroll 

& Benefits Documents Guide 
SF-2817 FEGLI Life Insurance Form |

New Hire Forms: SF-2817 FEGLI – Life Insurance Form

Please fill out all fields highlighted in yellow and any other pertinent information.

All new employees 

should complete the 

mandatory 

highlighted areas 

where applicable 

(depending on the 

coverage option 

selected.)

If you choose to 

WAIVE life 

insurance, please 

complete section 5. 



19Onboarding New Employees’ Payroll 

& Benefits Documents Guide 
SF-1152 Unpaid Comp Form |

New Hire Forms: SF-1152 Unpaid Compensation Beneficiary Form

Please fill out all fields highlighted in yellow and any other pertinent information.

All new employees 

should complete the 

mandatory 

highlighted areas 

where applicable.

A witness IS NOT 

ELIGIBLE to receive 

payment as a 

beneficiary.

Percentages must 

total 100%. 

Amounts must be in 

whole numbers 

(thirds, fourths, etc. 

are not permitted)
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New Hire Forms: FD-942, Statement of Military Reserve 

Obligations, If Applicable

Please fill out all fields highlighted in yellow and any other pertinent information.

Office of 

Assignment: Office 

you are working in.

Check the applicable 

box(es).
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New Hire Forms: SF-3102 FERS Designation of Beneficiary Form

Please fill out all fields highlighted in yellow and any other pertinent information.

All new employees 

should complete the 

mandatory 

highlighted areas 

where applicable.

A witness IS NOT 

ELIGIBLE to receive 

payment as a 

beneficiary.

Percentages must 

total 100%. 

Amounts must be in 

whole numbers 

(thirds, fourths, etc 

are not permitted).
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New Hire Forms: SF-2823 FEGLI Designation of Beneficiary Form

Please fill out all fields highlighted in yellow and any other pertinent information. If you 

are WAIVING FEGLI, you do not need to complete this form. 

All new employees 

should complete the 

mandatory 

highlighted areas 

where applicable.

A witness IS NOT 

ELIGIBLE to receive 

payment as a 

beneficiary.

Percentages must 

total 100%. 

Amounts must be in 

whole numbers 

(thirds, fourths, etc. 

are not permitted).


	Slide 1: ONBOARDING NEW EMPLOYEES’ PAYROLL & BENEFITS DOCUMENTS GUIDE
	Slide 2: Payroll and Benefits Forms  
	Slide 3: New Hire Forms: FD-1191, Direct Deposit Form   
	Slide 4: New Hire Forms: FD-1190, Address Form  
	Slide 5: New Hire Forms: Federal Tax Form W-4 
	Slide 6: New Hire Forms: State Tax Forms 
	Slide 7: New Hire Forms: FD-291 FBI Employment Agreement
	Slide 8: New Hire Forms: SF-256, Self-Identification of Disability 
	Slide 9: New Hire Forms: SF-181, Ethnicity and Race Identification 
	Slide 10: New Hire Forms: SF-144, Statement of Prior Federal Service
	Slide 11: New Hire Forms: FD-173, Information Concerning Last Federal Employment
	Slide 12: New Hire Forms: I-9, Employment Eligibility Verification 
	Slide 13: New Hire Forms: TSP-1 Election Form (not required for Intern Applicants
	Slide 14: New Hire Forms: FD-1203 Previous Agency Information
	Slide 15: New Hire Forms: Benefits Forms
	Slide 16: New Hire Forms: SF-2809 FEHB – Health Insurance Form
	Slide 17: New Hire Forms: SF-2809 FEHB – Health Insurance Form (Part 2)
	Slide 18: New Hire Forms: SF-2817 FEGLI – Life Insurance Form
	Slide 19: New Hire Forms: SF-1152 Unpaid Compensation Beneficiary Form
	Slide 20: New Hire Forms: FD-942, Statement of Military Reserve Obligations, If Applicable
	Slide 21: New Hire Forms: SF-3102 FERS Designation of Beneficiary Form
	Slide 22: New Hire Forms: SF-2823 FEGLI Designation of Beneficiary Form



Accessibility Report


		Filename: 

		Onboarding Payroll and Benefits Documents Guide v4.0.pdf




		Report created by: 

		emily.lawrence

		Organization: 

		




 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.


		Needs manual check: 2

		Passed manually: 0

		Failed manually: 0

		Skipped: 2

		Passed: 28

		Failed: 0




Detailed Report


		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Needs manual check		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Needs manual check		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Passed		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Passed		Tables should have headers

		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Skipped		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Skipped		Appropriate nesting






Back to Top
