OUTLINE OF THE FULL-TIME GA ARNG
APPOINTMENT PROCESS
In coordination with ARNG leadership and in an effort to ensure a continuous high-quality full-time workforce, HRO will not approve or process full-time appointments until the required security screening process (Note #1), and if applicable, a pre-employment physical (Note #2), are complete: 

Note #1:  Prior to in processing, the tentatively selected individual must complete the security screening packet provided by the Selecting Official.

The completed security screening packet must contain original signatures and must be hand carried or priority mailed to: Joint Forces Headquarters, Provost Marshal, 1388 First Street BLDG 840, Dobbins ARB 30069.  The POC for the security screening process is SFC Jeffery Williams at jeffery.williams@us.army.mil 404-217-5042.  This screening packet will be processed by the Provost Marshal and forwarded to HRO for review and approval prior to a final offer of employment and receipt of an in-processing date.

Note #2:  If the position requires a pre-employment physical (i.e. wage grade positions), the following requirements must be met:  (1) If the person has a military physical 6 or fewer months old, please forward this documentation to HRO for consideration.  (2) If the person doesn't have a military physical meeting this criterion, please contact HRO-Staffing to initiate a pre-employment physical.

Note #3:  Upon HRO approval of the security screening packet and, if applicable, the pre-employment physical; the employee will be given an in-processing date with the following instructions:  The employee will in-process at (Location) on (Date) at (Time) with the following documents:

SF 1199 - Direct Deposit Form, DD Form 214 showing proof of active duty time served, proof of any previous civil service time served, valid, current drivers license, birth certificate or SSN, voided check, and a military ID.

Please advise employee to make appropriate travel arrangements considering traffic/travel time to ensure prompt arrival.  

Note #4:  Request confirmation of employee notification to HRO (Staffing).

Please indicate the date and time of notification.

Note:  Please utilize this guidance for all future appointments unless otherwise waived by HRO.    

Thank you!

POC: Col Peno, HRO, x5701 / Janice M. Christophe, HRO-Staffing, x5712
