 SEQ CHAPTER \h \r 1INSTRUCTIONS FOR FORMS 4, 17, & 18

OF THE APPLICATION
For FORM 4, type your name and address in the space provided in the upper left-hand corner and type in your e-mail address.  Further, down the page, list the name of each reference you listed on question 17 of your application.   (EXCEPTION:  If you are filing an Application Update for the July 2017 Bar Examination, you are not required to fill in references as this information has already been provided).  Also, type the name of each employer in the space provided that you listed on question 18 of your application.  This form will be used at a later date to notify you of items that have been received and what items may still be missing from your application.

Each completed FORM 17 and FORM 18 must come directly from the reference or employer.  These forms may be faxed to our office at (601-576-4730).
Explanation for Section VIII – References (Question 17 and FORM 17)
For FORM 17 (Question #17 on the application) Type the name and address of the personal reference in the box at the top left.  Type your name on the appropriate line below the box.  Do not write in the body of the letter. 
Send a FORM 17 to each of your three (3) personal references and provide them with a stamped envelope addressed to the MBBA at the address below.  In your cover letter to each reference, you should emphasize the importance of returning the form promptly to the Mississippi Board of Bar Admissions.  (Completed Forms 17 & 18 may be faxed to the MBBA office at (601-576-4730). 
Mississippi Board of Bar Admissions

P. O. Box 1449
Jackson, MS 39215-1449

Explanation for Section IX – Employment (Question 18 and FORM 18) Question 18. Provide the name and complete address of each employer since your 18th birthday. Be certain to account for this entire time period. Indicate any periods of self-employment, unemployment (attending school, looking for a job, etc.) or military service.  Include internships/externships during school without regard to whether you were paid for your services.  Begin with your most recent employer first.  Provide your dates of employment, your position held, the name of your supervisor and the reason you left that employer.  If you have more employers than spaces to type, use an addendum sheet and provide the employer information in the same format as Question 18 on the application.

For FORM 18 (Question #18 on the application), type the following information for each employer listed in Question #18:


(1) name and address of the employer in the box in the upper left corner.

(2) on the “Applicant” line, type your name as it appears in Question #1 of your 

     bar application


(3) your name during employment if different from (1) above


(4) your social security number


(5) your dates of employment

Do not write on the rest of the form. 

Mail the Form 18 to each employer with a letter giving them permission to release your employment information.  Include a stamped envelope addressed to the Mississippi Board of Bar Admissions at P. O. Box 1449, Jackson, MS 39215-1449.
In your cover letter to each employer, you should (1) emphasize the importance of returning the form promptly to the Mississippi Board of Bar Admissions; and, (2) provide the employer with any other information to identify your employment records.  Your cover letter must also specifically authorize the release of your employment information to the Mississippi Board of Bar Admissions/Committee.

It is not necessary to submit a FORM 18 for military service (you must submit a DD214 and FORM 28 as part of your answer to Question 28).  For periods of self-employment, unpaid employment for academic credit, or if the place of business no longer exists, provide FORM 18 to a reference who can verify the nature and length of your employment or practice.  (If an employer is out of business, you must attempt to ascertain if its employment records remain available at another location and attempt to obtain a verification of employment.)  If your supervisor is no longer available, you should send the FORM 18 to the personnel or human resources office of the employer.
The Board of Bar Admissions suggests that you send all FORM 18’s by certified mail, return receipt requested. (The return receipt should go back to you in the first instance, not the Board of Bar Admissions.)  In that case, if an employer fails to submit the FORM 18, you can establish that you sent the form by submitting the signed receipt card.  In some cases, you may have to contact a former employer more than once.  If you are still unsuccessful, attach the receipt to a Form 2, explaining the reason that the particular employer will not/cannot complete a Form 18.  List each employer from whom a FORM 18 is required on Form 4 – Status Sheet in the space provided.  
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