Hiring Checklist for 999’rs
___	Green Sheet to Hire (Can be found on TAG Website)
___	Application or Resume
___	Reference Checks (2 at least) (1 from last employer)
___	Tax Clearance Certificate (http://www.da.ks.gov/ps/aaa/recruitment/taxclearancecert.htm)
___	Position Description or short narrative of work to be done by position
Security Clearance Materials
If the applicant does not have a current security clearance:
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___	Copy of Certified Birth Certificate (Front and Back)
___	Fingerprints (2 cards)
___	Request for Investigation of Suitability (can be found on TAG Website)
___	OF 306 (Found on TAG Website)
___	Request for Security Clearance (Found on TAG Website)
If the applicant already has a current security clearance:

___	SF-312 (Found on TAG Website)



