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1 Introduction

This Quick Reference Guide is provided to assist you in completing the Questionnaire for
National Security Positions Standard Form 86 (SF 86) using the Electronic Questionnaires for
Investigations Processing (e-QIP) system. Please follow this guide step-by-step to ensure that
your questionnaire is completed properly.

e-QIP is a web-based automated system that was designed to facilitate the processing of
standard investigative forms used when conducting background investigations. e-QIP allows
you to electronically enter, update, and transmit your personal investigative data over a secure
internet connection to a requesting agency. The requesting agency will review and approve the
investigative data.

1.1 What is the SF 867

The Standard Form 86, “Questionnaire for National Security Positions” is intended specifically
for use in requesting investigations for persons seeking to occupy positions designated as
National Security “Sensitive.”

The SF 86 is a permanent document that may be used as the basis for future investigations,
eligibility determinations for access to classified information or to hold a sensitive position,
suitability or fitness for Federal employment, fithess for contract employment, or eligibility for
physical and logical access to federally controlled facilities or information systems. Your
responses to this form may be compared with your responses to previous SF 86
guestionnaires.

1.2 Why am | being required to have a background investigation?

The U.S. Government conducts background investigations to determine if applicants or
employees meet the suitability or fitness requirements for employment, or are eligible for
access to Federal facilities, automated systems, or classified information. All persons must be
properly investigated and adjudicated to be issued a credential in compliance with
requirements and to be authorized access to classified information.

The scope and type of background investigation varies depending on the duties and access
requirements for the position, as does the amount of time it takes to be completed. The
employing or sponsoring agency is responsible for determining the appropriate level of
investigation to be conducted based on current rules and procedures.

1.3 Is completing the form mandatory in order to get a position in the federal
government?

Providing the information requested on the form is voluntary. However, if you do not provide
the information requested, it may adversely affect your ability to gain a national security
position or receive eligibility to access classified information as may be required for the position
you are applying for.
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Be completely honest and forthright when answering all questions on the SF 86. If necessary,
provide clarification or explanation for how you answered a particular question in the Optional
Comment section provided in e-QIP.

1.4 How much time do | have to complete the form?

Be as timely as possible in completing your investigation request. You should earnestly try to
meet the deadline your agency has established for you to complete this form.

Public burden reporting for this collection of information is estimated to average 150 minutes
per response, including time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the collection of
information.

Completing the 2010 SF 86 in e-QIP 3



2 Protecting Your Privacy

2.1 What happens to all the personal information that | enter into e-QIP? Is it safe?

Security is of major concern whenever you're dealing with personal information. This concern
has been addressed by specific Federal guidelines implemented to safeguard Personally
Identifiable Information (PII). Pll is defined as information that can be used to discern or trace a
person’s identity; and alone, or combined with other information, can be used to compromise
the integrity of records relating to a person by permitting unauthorized access to or
unauthorized disclosure of these records.

Several security measures have been built into e-QIP to help to minimize unauthorized access
to your information:

e e-QIP uses layered security to stop hackers and limit access to personal data.
Transport Layer Security (TLS) and its predecessor, Secure Socket Layer (SSL), are
cryptographic protocols that provide security for communications over networks such as
the Internet. TLS and SSL encrypt the segments of network connections at the
application layer to ensure secure end-to-end transit at the transport layer. All internet-
based data transmissions are encrypted using 128-bit encryption provided through
common browser SSL technology.

e e-QIP requires that TLS 1.0 be enabled in the user’s browser. Without this setting, users
get a “Page Cannot be Displayed” error.

e Tologinto e-QIP, each user must first answer a series of unique questions about basic
demographic information they provided to the agency. After successfully answering
these questions, users must create a unique username and password. Finally, they
must create a set of three challenge questions that they’ll need to respond to in the
event they need to reset their password.

e Only persons with active investigation requests can log in to e-QIP.

e e-QIP has been tested through the National Institute of Standards and Technology
(NIST) Certification and Accreditation process and is compliant with all requirements.

It is OPM policy to ensure that all information technology (IT) systems that collect, maintain, or
disseminate information in an identifiable form have Federally mandated controls in place to
protect and prevent the breach of PII. You can learn more about OPM'’s privacy policies at
these websites:

e http://www.opm.gov/privacy/links.asp
e http://www.opm.gov/privacy/pia.asp
e http://www.opm.gov/privacy/PlAs/eQIP.pdf
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3 Before You Begin

3.1 What do | need in order to complete the SF 867

To complete your e-QIP investigation request form you will need access to a computer with an
internet connection and a web browser. You should also gather the following information:

Proof of citizenship, if applicable, such as: passport, Citizenship Certificate,
Naturalization Certificate, or Alien Registration Number. You may be able to obtain
assistance with lost or unknown information at: http://www.uscis.gov/portal/site/uscis
Employment history

o Current and previous work location addresses

o Supervisor names, addresses, and contact information

Personal residence(s)
Name, address, and phone number of a person who knew you at each address.

o Note: All contact information must include a physical address. PO Boxes are
unacceptable. APO/FPO is allowed. For assistance in locating address
information refer to: http://maps.google.com

Three personal references

Relatives’ citizenship information, aliases, employer, and foreign activities
Selective Service ID number, if applicable. If you need your Service Number call 1-
847-688-6888 or visit http://www.sss.gov to obtain it

Note that for most of the categories listed above, you’ll need information going back ten years
or to your 16™ birthday, whichever is shorter. In most categories the instructions will state that
you should not list information before your 18" birthday unless necessary to provide a

minimum of two years history. Please follow the specific instructions for each question on the

SF 86.
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4  Configuring Your Browser

e-QIP is designed to be accessible from any computer, anywhere in the world. You can use
your personal computer at home or at the office. e-QIP is compatible with most well-known
browsers including Microsoft’s Internet Explorer, Mozilla Firefox, and Apple Safari. The
following procedures are provided as a guide for configuring your browser to work with e-QIP.

4.1 Configuring Internet Explorer

To use Microsoft Internet Explorer (IE) to access e-QIP, you must have version 6.0 or higher.
To check your version, open Internet Explorer and select Help > About Internet Explorer.

For the latest version and updates, visit http://www.microsoft.com.

Note: If you use AOL, make sure you open Internet Explorer in a new window outside of

AOL.

To set the Security options for IE:

Select Tools in the menu bar.
Select Internet Options.

Select the Security tab.

Select the Custom Level... button.

In the Settings list box, scroll down to
the Scripting section.

6. Under Active Scripting, select the
Enable radio button.

7. Select OK.

8. Select Yes on the confirmation
dialog box.

a ks wnNPE

9. Select the Advanced tab.

10.In the Settings list box, scroll down to
the Security section.

11.Select the check box for each of the
following options:

e Do not save encrypted pages
to disk

e Empty temporary Internet Files
Folder when browser is closed

12.Select OK.

Security Settings - Internet Zone ===)

v status bar updates via script

e
sites to prompt for information using saripted wind;

b

oua annlate

Takes effect after you restart Internet Explorer

Reset custom settings

Resett0: [ vedium-high (default) =] [ Reset.. |

e

Internet Options [

[ General | security | Privacy [ Content | Connections | Programs | Advanced

Settings

|| Allow active content from CDs to run on My Computer™
on My Computer™
en if the signature is inv:
Check for publisher rtficate revocation

FOREERREE

() _Disable Phishing Filter "3
T

*Takes effect after you restart Internet Explorer

Reset Internet Explorer settings
Deletes all temporary files, disables browser
add-ons, and resets al the changed settings. =

‘You shauld enly use this if your browser is in an unusable state.

ok [ camesd [ ey |
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TLS and SSL encrypt the segments of network connections. e-QIP requires that TLS 1.0 be
enabled in your browser. If you do not enable this setting, you will get a “Page Cannot be
Displayed” error.

. . Internet Options 1.9 [
To enable TLS 1.0in IE:
| General | security | Privacy | content | connections | programs | Advanced
Settings
S | | Enable Integrated Wind: uthentication®
elect Tools z

Enable native XMLHTTP suppert

[ Phishing Filter

Disable Phishing Filter

Turn off automatic website checking
@ Turn on automatic website cheddng
Use 55 2.0

Use 55 3.0

Use TLS 1.0

Warn about certificate address mismatch™

Select Internet Options
Select Advanced Tab

Scroll down to the Security section s e s
Select the Use TLS 1.0 checkbox s —
Select OK =

CEREE

2 Lm

AR e o

Reset Internet Explorer settings
Deletes all temporary files, disables browser
add-ons, and resets all the changed settings. =

You shouid orly use this if your browser is in an unusable state.

ok | [ cancel | [ apoy

4.2 Configuring Mozilla Firefox

To use Mozilla Firefox with e-QIP, you must have version 1.0 or newer. You can find out which
version of Firefox you have by selecting Help > About Mozilla Firefox. To get the latest
version, visit http://www.mozilla.com.

Although security settings may be preset to default to appropriate settings, you should verify
that they are configured as follows.

To configure Firefox:
U= & & &l

General Tabs Content  Applications  Privacy  Security ~ Advanced

Select Tools

General | Network Update | Encryption

Select Optlons hes thﬁ;‘sﬂ . e
Select the Advanced icon Centiates

When a server requests my personal certificate:

(O Select one automatically (3 Ask me every time

Select the Encryption tab

Under Protocols, select the check
boxes for Use SSL 3.0 and Use TLS
1.0

[ view certiicates | [Revocation Lists | [ walidation | [ Security Devices |

AN A

[ oK I [ Cancel ][ Help
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6. Select the Privacy icon

7. In the Firefox will drop-down list
box, select Use custom settings for

history

8. Make sure the following options are

selected:
a. Accept cookies from sites

b. Clear history when Firefox closes
9. Make sure the following options are

de-selected:

c. Remember search and form
history

d. Remember what | have
downloaded

10.Select OK

—

Options rz‘
£ = oy N <
U&= B a 3
 General Tabs Content  Applications  Privacy Secury Advanced
History
Firefox wil: | Use custom settings for history v
[] automatically start Firefox in a private browsing session
[¥] Remember my browsing history for at least 902 days
[ Remember download history
] Remember search and form history
[¥] Ageept cookies from sites Exceptions.
[¥] Accegt third-party cookies
Keep untd: | they expire v Show Cookies,
(V] Clear history when Firefox closes
Location Bar
When ysing the location bar, suggest: |History and Bookmarks v
Lox J [Lconce J[ oo |

4.3 Configuring Apple — Safari

Use the following instructions to configure your Safari browser to access e-QIP:

To configure Safari:

Select Edit in the menu bar
Select Preferences...
Click the Advanced icon

Select the Show Develop
Menu in Menu Bar check box

5. Select Close

PN

- e-QIP - Information for Federal Agencies.
w ety Boskmabs Devshp window  Hsb

» | | + Wnttp:fwww.opm.govieap
apls vahoo!  GoogeMaps  Youlube  Wigeda  News(m) v Populr ¥

FICEEE)

Gererd Appectence Bockmerks Tebs RSS ARl Seamty
Urecersal Accsss: [ ever uss font stes smaller than |3
[ #ress Tabito highlght mach item an & webpage
Sty sheet: [Nare Selected
s

7] Shom Develop menu in meru bar

AED)
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6. Select Develop in the menu bar

7. Under User Agent, select an
appropriate browser: Internet
Explorer for PC or Firefox for
Mac

8. Type
www.opm.gov/investigations/e-
gip-application into the address
field to re-connect, if needed, to
the e-QIP website

4.4 Configuring JAWS Screen-Reading Software

Job Access with Speech (JAWS) is a vocal screen-reading software program that enables
visually impaired users of e-QIP to complete their forms. It accomplishes this by providing the
user with access to the information displayed on the screen via a text-to-speech system. This
system converts normal language text into speech or by means of a Braille display and allows
for comprehensive keyboard interaction with the computer.

To use the JAWS Screen-Reading Software with e-QIP, you must use Internet Explorer 6.0 or
later and JAWS 10.0 or later. For more information, use the following resource:
http://www.freedomscientific.com/products/fs/jaws-product-page.asp.

Completing the 2010 SF 86 in e-QIP 9
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5 Getting Started

5.1 Access the e-QIP Login Screen

To begin completing the SF 86 in e-QIP, you must first access the e-QIP login screen.

To access the e-QIP Applicant Login
Screen:

1. Open your internet browser and
navigate to the following URL:
www.opm.gov/investigations/e-
gip-application

The e-QIP Application Page will
appear.

2. Select the button labeled Enter
e-QIP Applicant Site, or select
the Applicant Site option in the
left navigation bar

3. e-QIP automatically tests your
browser for compatibility and
displays the results on a page
entitled “Testing Your Web
Browser for Compatibility.”

e If you have followed the steps
included in this guide to configure
your browser, you should show a
green “OK” checkmark for each
option.

¢ [f any options show a red
warning, follow the on-screen
instructions to change your
browser settings. e-QIP will not
display unless these settings are
enabled.

ABOUT  POLICY  INSURANCE  RETIREMENT  INVESTIGATIONS  AGENCYSERVICES  NEWS

Enter e-QIP
Applicant Site

(Z e-QIP: Testing Your Web Browser for Compatibility - Windows Internet Explorer provided by SRA International, Inc.

@ 5 v R https/fww.opm.gov/e-QPfbrowser-check.aspicheck RIS P

Fle Edt View Favorites Took Help

=
2
&
E
g
3

T¢ 4 W e-qIP: Testing Your Web Browser for Compatibilty

Testing Your Web Browser for Compatibility

Before you continue, the e-QIP System must verify that you are using an approved web browser that is properly configured. If you need to
make changes to your web browser's settings, click Trv Tests Again to retest your i

Your Web Browser's Brand and Version

‘We detected that you are using Microsoft Internet Explorer. The version number we detected is 7.0.
€ OK - The e-QIP System does support this web browser.

Your Web Browser's Cookie Acceptance

O OK - We detected that session cookies are enabled for your web browser.

Your Web Browser's Scripting Settings

€2 OK - Your web browser does allow scripting

Done J/ Trusted sites #100%

Completing the 2010 SF 86 in e-QIP
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4. Select Continue

5. If a Security Alert dialog box
displays, select Yes

Note: If an error message displays
saying “Page Cannot Be Displayed,”
you have not enabled TLS 1.0. Go
back to section 4.0 of this guide,
Configuring Your Browser, for more
information.

: Testing Your Web Browser for, Compatibility - Windows Internet Explorer provided by SRA International, Inc.

v [ http: jwww.0pm.govie-QIP/browser-check.asprcheck

| [ [x] [ Pl
R o ‘RstlP: Testing Your Web Browser for Compatibilty 2 - B @ - [rpage v (G Took +

EEE)

€2 OK - We detected that session cookies are enabled for your web browser.
Your Web Browser's Scripting Settings

€2 OK - Your web browser does allow scripting.

Note: If your web browser does not connect to the e-QIP System after you click the “Continue’ button below, follow these steps to

verify that 128-bit encryption is installed and Transport Layer Security (TLS) 1.0 is enabled: (TLS 1.0 must be enabled in order to
access e-QIP.)

1. First, verify that your browser supports 128-bit "strong encryption’ by selecting "Help” > "About Internet Explorer” from the web

browser's memu. If "Cipher Strength: 128-bit" does not appear in the *About Internet Explorer” window then you will need to

install the Internet Explorer High Encryption Pack.

Next, check the TLS 1.0 setting by selecting "Tools" > "Internet Options" on the web browser's mem.

Select the tab labeled "Advanced "

Locate the section labeled "Security."

. Locate the item in that section labeled "Use TLS 1.0." In Internet Explorer, this option is disabled by defauit. Check the box to
enable TLS 1.0

Click the "OK" button to save these changes.

When you finish these steps, click the "Continue” button to try again.

VRS

ok

I, after enabling TLS 1.0, your web browser stll does not connect, then there may be a connection problem befween your web browser
and the e-QIP System. Please wait one or two minutes and try again. If you stll have difficulties, contact the agency that sponsored your
backeround investigation.

If you are ready to proceed, click "Continue."

A

Done J/ Trusted sites H100% -

5.2 Log into e-QIP

Once you have accessed the e-QIP login screen, follow the steps below to log into e-QIP.

To log into e-QIP:

1. If you have already created an
e-QIP account, type in your
username and password, then
select Submit

2. If this is your first time in e-QIP,
select Register for Username
and Password

The United States Government
U.S. Office of Personnel Management (OPM)

Only persons specifically autnorized to 6o S0 may access this dats. Unauthorized attempts to pass this screen, as wel as any use of data in this system for
purposes other than those authorized by OPM, are a violation of federal law andior regulation. Violators are subject to discipinary action and prosecution

This U. S. government System is to be used by authorized users only. Information from this System resides on computer Systems funded by the government, The.
data and documents on this system nclude Federal records that may contain senstive informaton protected by various Federal statutes, ncluding the Privacy Act, 5
U.S.C. § 552a. All access or use of this system consttutes user understanding and acceptance of these terms and constitutes uncondtional consent to review
monftoring and action by all authorized government and law enforcement personnel While using this System your use may be monitored, recorded and subject to
audit. Unauthorized user attempts or acts to (1) access, upload, change, or delete or deface information on this system, (2) modify this system, (3) deny access to
this system, (4) accrue resources for unauthorized use of (5) otherwise misuse this system are strictiy prohibted. Such attempts or acts are subject to action that
may resut in criminal, civil, or administrative penaties.

1 already have an e-QIP account. 1 do not have an e-QIP account.

Enter your usemame and password. then clck the “Submt button o continue. | If you have not registered for a usermame on &-QP ciick the ink below o

1f you do not remember your passward ciick "Forgot Password”, If you donot | begin the registration process
remember your username contact your sponsoring agency.

Usermane [
Password ]

[ change My Password (atter login)

| m Register for Username and Password

Completing the 2010 SF 86 in e-QIP
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3. If you have a Social Security
Number (SSN):

The folowing screens wil guide you through the process of registering an account in the e-QIP system. Before beginning this process your sponsoring agency

a Type yo u r S S N I nto th e must have already initiated an investigation request for you. If you do not have an active investigation request you will be unable to proceed
. | . If you have a .S, Social Securty number, enter & into the “Social Securty Number” fields below, then cick the “Submit” button to continue.
SO Cla Sec uri ty N um b er If you do not have a U.S. Social Security number, enter the e-QIP request number into the “Request Number” fieid below, then cick the “Submt” button to
f. I d continue. If you do not know your request number contact your sponsoring agency.

b. Press the [Tab] key to
move to the next SSN field

4. If you do not have an SSN and o 13 e i e o W o o A Lot S o o
have been initiated, type your —

OR

Request ID number into the
Request Number field

Note: Contact your sponsoring
agency if you have not received
your Request ID number.

5. Select Submit

Note: If you get an error message on entering your SSN or Request ID number, you have
either entered the number incorrectly, not yet been initiated in e-QIP, or exceeded the
timeframe for logging in after your request was initiated. Please try again. If you continue
to experience an issue, you must contact your sponsoring agency for assistance.

5.3 Answer the Default Golden Questions

If you entered your SSN correctly, you should next see a screen that asks you to answer three
authentication questions, called “Golden Questions.” These ask for your last name, city of
birth, and year of birth.

To answer the Golden Questions:

Enter the answer to each Golden Question, then click the “Submit buttan to continue.

1. Type the answer to each

question in the Answer field B
2. To see the responses as you I
type, click the checkbox above B ,—.-.rB:
the questions labeled Allow me T
to see my Golden Answers as
I type them Nots: If you entered your S ty Number or Request ID incorrectly, click "nere” to try again

Submt

3. Select Submit
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5.4 Create a Username and Password

After you answer the default Golden Questions correctly, the system will prompt you to create
a username and password. You'll use these to log into e-QIP for all future attempts.

To create a username and password:

1. Type a username of at least six
characters into the Username and
Confirm Username fields

2. Type a password of at least eight
characters into the Password and ——
Confirm Password fields

Note: Your password must contain
one character from three of the
following four categories:

e Uppercase letters (A-Z)

¢ Lowercase letters (a-z)
e Numbers (0-9)

e Special Characters (#, @, $, %,
&’ +’=*?{’}1 [’]1 <1 >1 :’“)
3. Select Submit

5.5 Create a Set of Challenge Questions

The last step in setting up your e-QIP account is to create a set of Challenge Questions. In the
event you forget your password, you’ll be prompted to answer the Challenge Questions before
being allowed to reset it yourself.

Note: In the event you forget both your username and password, contact your
sponsoring agency to have your account reset. After your account is reset, you will need
to answer the default Golden Questions again, create a new username and password,
and create a new set of Challenge Questions. Keep in mind that, in this situation, you
may reuse your username but the password must be completely new.
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To create a set of Challenge
Questions:

1. For each of the three question
fields:

The Challenge Questions/Answers can be used o heip retrieve a forgotten password. Seiect three questians from the drop-down lists below and provide an
an we.

swer to each question, then click the “Submt” button to contn

cant be ans: earc
® Make sure your answer is memorabie, but not easy to quess. Use an answer that = 8 complete sent

O Atow me to see my Chalenge Answers as | type them

Question: | slect Challenge Question — e

a. Select a question from the
Question drop-down list box

b. Type the answer into both the
Answer and Confirm
Answer fields

2. If you wish, select the checkbox
above the questions labeled

Y

A
~ Select Challenge Question — v

Y

A

wer
wer.

ns
I Canfirm Ans
Question:
o nswer
Canfirm Answer.
3
I Canfirm Answer.
ubmit

Question:

~ Select Challenge Guestion — v

TN

Allow me to see my Challenge
Answers as | type them to see
the responses as you type

Note: Do not allow anyone to
see your computer screen while
your answers are on the screen.

3. Select Submit

Remember! It may be several years before you return to the e-QIP system to complete a
reinvestigation, so it is recommended that you use questions and answers that you will
remember in the distant future.

It is your responsibility to remember your Challenge Questions. It is also important to protect
the answers to your Challenge Questions. These are your “password” to the e-QIP system.

Note: If you cannot remember the responses to your Challenge Questions, or
encounter any other issues with logging in, you must contact your sponsoring agency to
have them reset your e-QIP account.
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6 Completing the SF 86

After you have successfully logged into e-QIP, you’ll see the “Complete an Investigation
Request” screen.

1. Verify your personal data
displayed at the top of the
Complete an Investigation
Request screen.

2. When you are ready to begin

D Birth 110171380

completing the form, select the SsE—
link that says Enter Your Data. Complete an investigation Request
Note: If you have been sponsored T

by multiple agencies within e-QIP at
the same time, you may have
multiple e-QIP request numbers
here. Make sure that you select the

Form. Questionnaire for Nen-Sensitive Positions [SF83, Version 1985-08)
Agency: Department of Technology

correct link for the request you want
to complete.

6.1 Reviewing the Form Completion Instructions

Prior to entering data for the first time, you must read the instructions on the “Instructions for
Editing Your Form Data” screen. You will also be shown a disclaimer screen that provides
additional instructions required by Executive Order 12968. You must indicate that you have
read and understand the additional instructions by selecting the corresponding button in order
to proceed.

Confirm that you have read and
understand the form completion
instructions by confirming the “SF 86 o e o o w1 e e v B D
Statement of Understanding.”

1. Select Yes
2. Select Save

You are now ready to complete your
SF 86.

ction: SFEE Statement of Understanding

6.2 Tips for Completing the SF 86

¢ Read the entire form thoroughly and answer the questions truthfully.
e The form was designed to enable you to answer the minimum number of questions
necessary for your specific situation. Your responses to a series of Yes/No questions
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will dictate whether you receive additional questions in a given area or advance to the
next section.

Use the [Tab] key to navigate through fields and complete the questions. Do not use
the browser’s Forward or Back buttons or the system will log you out as a security
precaution.

Select the Reset this Screen button at any time prior to selecting the Save button if
you make a mistake and want to start over on a screen. This clears all of the
information you entered on that page.

Select Save or Save/Continue at the bottom of each page to move forward when you
are finished and ready to proceed. Your information will be submitted and the next
screen will appear. Continue until all information screens have been completed.

You may also use the Navigation drop-down menu located at the top of the screen to
go to any section of the form in any order. Select the section and select Go. Then
navigate to the specific subsection desired.

Select the “Add Optional Comment” button when it appears to provide additional
comments if desired.

You can review a copy of the form at any time by selecting the Display link in the
upper left corner.

6.3 Avoiding Common Data Entry Errors

The latest electronic version of the SF 86 is designed to be intuitive and clear. Nevertheless,
you may find the suggestions below helpful as you complete the form. These suggestions are
based on some of the most frequently asked applicant questions. This guide does not cover
every question within the SF 86, but highlights some of the commonly questioned items. They
are organized by the corresponding section of the SF 86.

6.3.1 Section 4 — Social Security Number

The SSN that you provide in Section
four of the form must match the SSN
that was used to initiate your ok e s i e s e i s S
request. If they do not match, you .
must contact your agency .
representative with the correct SSN.

You will not be allowed to continue e
past Section 4 until the SSNs match. —

If you were initiated without an SSN, 1

select the Not Applicable checkbox. T

Provide your full name. If you have only initials In your name, provide them and indicate ‘initial only". I you do not have a middie name, indicate
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6.3.2 Section 8 — U.S. Passport Information

¢ Indicate whether or not you possess a
U.S. Passport.

e If you select Yes, you will be asked to
enter additional information about your
U.S. passport.

e Alink to the U.S. State Department
website is provided in the event that
you need assistance in completing this
section.

Do you passess a U.S. passport (current or expred)? O

Click HERE for U.S. State Department passport help

A5d Opfional Comment

(o] [ emmiees ]

Provide the following informtion for the most recent U.S. passport you currently possess.

Provide your U.S. passport number:

Click KERE for US, State Department passport help.

Provide the issue date of passport

Add Optional Comment

6.3.3 Section 9 — Citizenship

¢ Indicate your citizenship status.

tien. [SFB8 Section 9 - Citzenship

Selectthe box that refiects your current citizenship status and click Save.

Provide your current citizenship status:

[J 1ama u.s. ctizen or national by birth in the US. o U.S. terrtorylcommonweatn
[ tama us. cezen or natinaiby i, born o U.S. parent(s), n a foreign country.
O 1am a naturaiized U S, ciizen

O 1amnotaus. ctizen.

(o] [ emmasee ]

Completing the 2010 SF 86 in e-QIP
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6.3.4 Section 11 — Where You Have Lived

List places you have lived beginning
with your present residence and
working backward 10 years. There
can be no date gaps. Do not list
residences before your 18th birthday
unless to provide a minimum of 2
years residence history.

The city, state, and zip code are
required for all addresses.

All contact information must include
a physical address. PO Boxes are
unacceptable. APO/FPO is allowed.

If you provide an APO/FPO address,
you will be asked to provide physical
location data with street address,
base, post, embassy, unit, and
country location or home port/fleet
headquarter.

For locations outside of the U.S. and
its territories, select the country in
the “Country” dropdown list and
leave the “State” field blank. It is not
necessary to enter the United States
as the country when the State
location is inside the United States.

Explanation

Provide the street address

strest

cey

State.

Country

Provide Country if eutside the Uniled Stales; otherwise, provide State and Zip Code.

| 2k Code:

‘244 Optional Comment

Save Reset this Screen

Below are some additional resources that you may find helpful in locating required

address information:

e Address information — http://maps.google.com

e Zip code lookup — http://zip4.usps.com/zip4/welcome.jsp

e Area code lookup — http://www.nanpa.com/area_code maps/ac_map_static.html

Completing the 2010 SF 86 in e-QIP
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6.3.5 Section 12 — Where You Went to School

e You must go back 10 years. If you
did not receive a degree or diploma
within this time period, you will be
asked to list the last school you
attended.

Do not st education before your 18t birthday, unless to provide a minimum of two years education history,

Have you attended any schools i the last 10 years?

Add Optional Comment

Save Reset this Screen

6.3.6 Section 13a — Employment Activities — Employment & Unemployment Record

e Enter information for all of your
employment activities, including
unemployment and self-employment
beginning with the present and
working back 10 years. There must
be no date gaps.

e Provide a verifier for any period of
self-employment or unemployment.
Also, explain any commuting
distance discrepancies between
conflicting employment locations and
residences in the additional

Cick here for avallabie Screen navigation in Section 13A - Employment Activities

Select your employment activity

He

|
Active miltary duty station
EXE National Guard/Reserve

USPHS Commssined Cops

Other Faderal smoloymert

State Govemment (Non-Federal employment)

"Add Optional Comment

Save | [ Ressttm Sesen

comments.
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e All contact information must
include a physical address. PO
Boxes are unacceptable.
APO/FPO is allowed. For
address information refer to:
http://maps.google.com.

ction [SFBE Section 134 - Employment Acivies

screen navigation in Section 13A - Employment Activities

Empioyment activiy: N
Dates of employment: From 06/1990 To 052000

Provide most recent position fitle:

Select the employment status for this position:

O Furtme

¢ |f you worked for the same (S
employer on more than one Provide the name of your employer:
occasion at the same physical Provcene e ot epiogr

Street:

address, enter the most recent e
state: | [v] 2o cose:

period of employment first, and I -
then use the Add Additional —

Extension  Time

Period of Activity section to add )

[[] Check box i International or DSH phone number

the details for the other
. Aaditional Periods of Activity with this Employer
employment period(s). e

XY Pumbing in Denver, CO, during 3 Separate: periods of time, you would enter infos conceming the most recent period of employment above, and
provide dates, posiion tiles, and supervisors for the fwo previous periods of employment as enries below.

O not Applcable

Dates of employment

[ Add an Additional Period of Aciivity |

[(4dd Optionsl Comment |

6.3.7 Section 14 — Selective Service Record

e Males born after December 31,
1959, must list their Selective
Service Number.

¢ |f you do not know your Selective

Service Number, call 1-847-688- e =
6888 or visit http://www.sss.gov to

obtain it.
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6.3.8 Section 16 — People Who Know You Well

e Provide three people who know you
well and who preferably live in the
uU.S.

e People you include should be
friends, peers, colleagues, college
roommates, associates, etc., who
are collectively aware of your
activities outside of your workplace,
school, or neighborhood, and whose
combined association with you
covers at least the last 10 years.

e Do not list your spouse, former
spouse(s), other relatives, or anyone
listed elsewhere on this form in this
section.

Provide rank/titie:
1 vt Appicabie

Provide relationship to you (Check all that apply):

O Work associate
[ schooimate

1 cther (provide explanation)

Explanation

Provide telephone number for this person

3 100t now

[ Check box if International or DSM phone number

Provide mobile/cell telephone number for this person

3 1cont inow

[] Check box If nternational o DSN phone nurmber

Provide e-mail address for this person:

3 100t now

Provide home or work address for this person

Street
City:
Provide Country if outside the United States; otherwise, provide State and Zip Code.
State: | [w] 2ip Code:
Country: | ]

Jzdd Optienal Comment
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6.3.9 Section 17 — Marital Status

e You must select an option as to
current marital status.

e If you are separated from your
spouse, provide a separation date
and your spouse’s current or last
known residence.

e You will be prompted to complete
additional information based upon
your situation.

e If you choose the status “Never
Married,” the Cohabitant question
will appear.

e A cohabitant is a person with whom
you share bonds of affection,
obligation, or other commitment, as
opposed to a person with whom you
live with for reasons of convenience
(e.g. aroommate). If applicable,
complete the information requested
about your cohabitant. If your
cohabitant was born outside the
U.S., provide citizenship information.

e The Place of Birth field for the
spouse, former spouse, and
cohabitant will require a country of
birth even if a state has already been
provided.

Section 17 - Mar;

ul
section [SF86 Section 17 - Wantal Status. ] o

o - Display - Logout

Provide your current marital status

A cohabitant is a person wih whom you share bands of affection, obligation, or Other commiment, a5 0ppOSed 1o & person with whom you Iive with for
reasons of convenience (e.g. a roommate). Hf applcable, complete the: folowing about your cohabitant If your conabtant was bom outside the U.S . provide
caizenghip information.

Do you presenty reside with a cohabtant? O O

JAdd Optional Comment

Click here for available screen navigation in Section 17 - Marital Status.

“You selected Warried or ‘Separated.

Complste the following about your current spouse only.

Provide spouse’s full name

MonthiDay/Year

el /[ [l

Provide spouse’s place of birth
Cay: County:

State: [¥]

County. o

Add Optonal Comment
Save Reset this Screen
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6.3.10 Section 18 — Relatives

e Select each type of relative pepr——
applicable to you, regardless if they
are living or deceased. et 5 et o o e i e ety e e A e

type)

e An opportunity will be provided to list omta— g
multiple relatives for each type, if oo

O stepmotner

nECessary O stepfather
O Foster Parent

1 cni (nciang adepteartoster)

O siepenia

[ srother

O sater

O stesbrotner

O siepsister

O Haitbrother

O Hairsister

O Fatherntaw

O motmer-n-aw

O Guardian
Jdd Opfional Comment

o Enter the details for each relative.

e Provide address information, place
of birth including state and country of
birth, citizenship, contact information, —
employer information, and any
contact with foreign government or
military personnel.

e The Place of Birth field will require a

country of birth even if a state has

already been provided.

Provide your relative's place of birth
Cty.
State [~

Country =

Provide your relative’s country(ies) of citizenship

i ~]

[Add Optional Comment |

Resetthis Screen
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6.3.11 Section 19 — Foreign Contacts

e A foreign national is defined as any
person who is not a citizen or
national of the U.S.

e You must indicate whether you have
or have had close and/or continuing
contact with a foreign national within e
the last seven years with whom you,
or your spouse, or cohabitant are
bound by affection, influence,
common interests, and/or obligation.

e If you have, you will be prompted to
provide additional information.

¢ Include associates as well as
relatives not previously listed in
Section 18 (Relatives).

6.3.12 Section 20a — Foreign Activities

e You must indicate whether you, your
spouse, your cohabitant, or any of
your dependent children have EVER
had any foreign financial interests

section: [SFB6 Section 204 - Foreign Activites ~

funds that are publicly traded on a U.S. exchange.)

such as stocks, property, bank ——
accounts, businesses or
investments.

e Exclude financial interests in
companies or diversified mutual
funds that are publicly traded on a
U.S. exchange.

e If you answer “Yes,” you will be
prompted to provide additional
information.
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6.3.13 Section 20b — Foreign Business, Professional Activities, and Foreign Government
Contacts

¢ Indicate whether you have provided
any support or advice to an
individual associated with a foreign
business or organization (not listed

as a previous employer) within the
last seven years.

e If you answer “Yes,” you will be
prompted to provide additional
information.

6.3.14 Section 21 — Psychological and Emotional Health

¢ Indicate whether or not you have
consulted with a mental health
prOfeSS|ona| In the IaSt 7 years’ per Mental heatth counseling in and of itseif {8 not a reason to revoke or deny eligibilty for access to classified information or for a sensitve position, suZabiley
the instructions provided on the o o i o R e e e
screen.

¢ If you answer Yes, you will be
prompted to provide the name,

address, and phone of the doctor
and facility with dates seen.

e If you answered Yes to Question 21,
you must submit an “Authorization
for Release of Medical Information”
Signature Form with your request
that will be generated after form
certification.
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6.3.15 Section 26 — Financial Record

¢ Indicate whether or not you have
filed a petition under any chapter of
the bankruptcy code within the last R e
seven years.

e You must also indicate whether you
have encountered any other financial
issues within the past seven years

section” [SFB6 Section 26 - Fnancial Record ~ M

[Add Optional Cemment |

and will be specifically prompted by
additional questions.

e You will be prompted to complete additional required sections based upon your
responses.

e When prompted, provide information for the timeframe mentioned in each specific
guestion.

e When listing past due debts, include reasons for the status, amounts owed, and
whether or not you have satisfied the issue. If you are working on the issue with a
creditor, please explain when the debt will be paid.

6.4 Handling Error Messages and Warning

In order to ensure the completeness of your data, a validation routine runs each time you click
Save or Save/Continue. The validation routine will point out any Errors or Warnings and
provide detailed instructions on how to satisfy each missing item. You will only receive
validation messages if you have not answered a question appropriately.

For example: The required input for a telephone number is 10 numeric digits. If you
enter anything less or greater than 10 digits, or entered a non-numeric character, the
validation will reject your data and show an error at the top of the screen explaining the
issue and prompting you to make a correction.
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e For validation “Error” messages,

Type | Message

please follow the instructions that the
Error message provides you on the s e ke e e st s s o it e St Vi et i i
screen.

e You may correct your data by
scrolling to the appropriate field and
making your corrections.

e Select the Save button at the bottom
of the page to save your changes.

e Error messages must be corrected
before final validation and
certification occurs.

o For validation “Warning” messages,
you should provide the requested
information.

¢ In some cases you may check the
box “I do not know this
information,” if applicable. If you do
select this check box, you must
provide an additional explanation.

e After choosing an action, select the
Save button to save your changes.

e \Warning messages must be
corrected before final validation and
certification occurs.

¢ When you reach the Validate,

Review and Certify section towards R

the end of the SF 86, a list of Errors e et g o

and Warnings may appear here if Ve st . oy s e
any issues were not corrected.

e When the validation results show no
more Errors or Warnings, select
Continue.
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6.5 Validating, Reviewing, and Certifying the SF 86

When you are satisfied that your form is complete and no validation errors are present, you
have the option of reviewing a display copy of your form before certifying it. You can also
review the Display copy at any time as you complete the form.

To review the form before certifying:

section: | Validate, Review, and Certify

1. Select Display in the upper left corner R
of the next screen to view the o e st o e 5
document. A .html document will open

in a separate browser window. When
you have finished reviewing the form,
close the window.

2. You may navigate back to previous
sections of the form at this time if you
need to make any changes.

3. If you do not have any changes, select
Continue.

4. Again, if you do not have any changes to —
the information you previously provided, N N
select Certify Investigation Request T A,
button to complete your form. e s e e A
Important! Once you certify the form, :
your answers will be locked and the form e
will become unavailable for editing. You
will be unable to make any further
changes.

5. A pop-up dialog box displays informing
you that the process will take 20-30
seconds.

6. Select OK.

Note: Do not select the Certify
Investigation Request button more than
once.

UNTIL YOUR AGENCY RECEIVES THE SIGNED SIGNATURE FORMS THAT WILL
TO YOU ON THE NEXT SCREEN.

Certify Investigation Request

Follow the instructions provided carefully on the next few e-QIP screens in the order that they
are provided. Once you certify your form, there are a few additional steps before you can
release the information to your sponsoring agency.
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6.6 Completing the Signature Release Forms

The final release of your request is completed in several steps.

e Print or save an Archival Copy of the entire form
Print the signature forms that you will sign and send to your sponsoring agency. If
given the capability within e-QIP sign some forms electronically
Add any hardcopy signature forms as attachments
Release and transmit the investigation request to the requesting agency

6.6.1 Step One: Instruction for Signature Pages, Attachments, and Archival Copy

Review the instructions for printing the
signature pages, attaching files and
printing a copy for your records.

6.6.2 Step Two: Archival Copy

NOT COMPLETING THE FOLLOWING TASKS WILL DELAY PROCESSING OF YOUR
INVESTIGATION REQUEST

o Carefuly follow the instructons provided on the following screens in the order displayed.
If you are ui t i

in the order di
s at this time (e.g. if you do not have access to & printer at your computer), you MUST return fo e-

QP at a later ps.
 Contact your agency if you nesd assistance with printng, uploading, andior faxing these documents.

Print and/or save an electronic copy of the information you provided on the SF 86 for your
records. If you do not have printer access, logout of e-QIP and go to a computer with printer
access. Then log back into e-QIP to print the forms.

To save an electronic .pdf version of the Archival Copy, you may right-click on the link “Display
the Archival Copy of the Investigation Request for Printing” and follow the steps to save the

document in an appropriate location.

1. To print, select the line Display the
Archival Copy of this Investigative
Request for Printing. The archival
copy will open in Adobe Reader.

Note: The archival copy and

signature pages display as PDF files.

You must have the free Adobe
Reader to view them. You can
download Adobe Reader from
http://www.adobe.com/products/acro
bat/readstep2.html

Step 2 of 5: Archival Cop:
n

You have certified to the compieteness and accuracy of the information in your investigation Request, &-QIP has generated a printable archival cogy of the
information you provided. You are strongly advised to print a copy for your records. Properly dispose of any working copies that you may have printed

whie editing and rex
archival copy. Click

e are not considered official. You will need Adobe Acrobat Reader or Adobe Acrobat to view the.

Click the fink below fo display the archival copy, and then print a copy fo refain for your records.

[(Hea ] e ]
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2. In the Adobe Reader software,
select the print icon.

3. Close the Acrobat Reader
window by selecting the X button
in the upper right corner.

4. You may also save an electronic
copy of this .pdf file for your
records.

5. You must print and/or save the
Archival Copy at this point, as
you will not be able to access it
at a later time once you release
the form.

6.6.3 Step Three: Signature Forms

Electronic Questionnaires for Investigations Processing (e-QIP)
Investigation Request #71750

ARCHIVAL COPY - RETAIN FOR YOUR RECORDS

The information contained in this document represents data submitted by ELMER SAMPLE FUDD
(Applicant) for the e-QIP Investigation Request #71750. Applicant certified the accuracy of this
information at 2011-05-05 21:36:55.170

This Investigation Request contains the following documents:

Page 1: Investigation Reques( Cover Sheet
Page 2-22: Questi for Nati Security

(SF86 Format)

Note: To conserve paper only the first entry in muitiple-entry lists displays completion instructions
The completion instructions for the first entry also applies to each additional entry unless otherwise
noted

Signature Forms are a required part of an investigation as they authorize your Investigation
Service Provider (ISP) to obtain necessary information. These are the forms you must sign

electronically or hardcopy. If signing hardcopy, you must send them to your sponsoring agency

by fax, mail or uploading via e-QIP. You must follow instructions provided to you by your
sponsoring agency as to which option to choose to transmit these signature forms to them.

Note: The Fair Credit Report is a release form that must be submitted with all SF 86
forms to allow requests for credit checks and other financial data.

1. Select the Sighature Forms link
displayed under Step Two Signature
Forms for Printing.

2. This will open the signature pages in
a separate window.

3. If you do not have printer access,
logout of e-QIP and go to a computer
with printer access. Then log back
into e-QIP to print the forms.

Step 3 of 5: Signature Forms
]

IMPORTANT: YOUR BACKGROUND INVESTIGATION CANNOT START UNTIL YOUR AGENCY RECEIVES ALL
REQUIRED SIGNED SIGNATURE FORMS.

T T R T T e S S T e S T

Drt v, u i R R S Ve T Yo A Fo R B T e BT i e enl!lchsheﬂnfp!per
S e e e e e R s e e e e

vrm pmbm Click Hielo for more information.

s B e e
the form to the office requesting your investigation. You will be required to e lp == al required attachments have been subited

Signature Forms for Printing

4. Inthe Adobe Reader software, select the print icon.
5. Sign and date the release forms and certification statement:

a. Use black ink

b. Sign your name exactly as it appears in e-QIP (e.g., “John David Smith”)

c. Sign and date inside the signature box
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d. Any corrections or overwrites must be completed using a new signature form or by
drawing a single line through the error and initialing the correction

6. Close the Acrobat Reader window by clicking the X button in the upper right corner.

6.6.4 Step Four: Upload or Fax Attachments

The attachments are the Signature Forms and any other information, such as a resume, that
you would like to provide your sponsoring agency as a part of your investigation. Because
there are multiple options, you must follow instructions provided to you by your sponsoring
agency as to which option to choose to submit these attachments to them.

Note: Contact your sponsoring agency if you have any questions or need fax numbers
or mailing addresses.

e-QIP has multiple attachment options. You could:

e Fax attachments to e-QIP directly by printing a bar-coded cover sheet for each item and
then faxing to the number listed on the cover sheet.

Upload documents you have scanned or saved to your computer directly.

Fax documents to the sponsoring agency’s fax machine, if they provided you a number.
Send documents through regular mail to the address your sponsoring agency provided
you.

1. Select Yes or No to indicate if you
want to work with attachments e

2. Select Next

One option is to upload a file:

1. Select Upload File
2. Select Next
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3. Select Choose File
4. Select the file you want to upload

5. Ensure the file shows up in the
attachment block and type a
description in the Description field

6. Select Upload Attachment
7. Repeat to add other attachments

Return To ens - Log
Step 4 of 5: Add Attachment :: Upload File to e-QIP Directly
-
Upload File
by browsing for a file of the "Upload File” button. Once a file is selected, type a description

of the e i the appropriste "Descripton” i Fialy, upoad he fic nn  syatem by clekng the Upload Atachment-buton
Uploaded file Specification

QPP only accepts attachments in Tag Image File (4 or 4iff), ek Geephles (poa), o e
the maximum fie size allowed is 5 MB. The recommended scanning specification include a resolu fon ot 200 dpi and bi-tonal, not color scar

Upload Fie to e-QIP Directly

NOTE: Certification, General Release and Medical Release forms must be attached separately as single page documents. tems suchasa  Help
Teaums of OF 812 tan be upioadid 8 mut page documents
Uploaded Attachment (TIFF, PDF, or PNG files only)) | (Browse )
Description|
Upload Aftachment

Return to Attachments Summary |

Another option is to fax attachments
directly to e-QIP:

1. Select Direct Fax
2. Select Next

3. In the Fax Attachments to e-QIP
Directly section, enter the number of
pages for your document. Do not
include the fax cover sheet in your
number

4. Each separate Signature Form or
other document you are attaching
must be itemized separately and
each has its own fax cover sheet

5. Type your phone number into the
Sender’s Contact # field

6. Select Create Fax Cover Sheet

Step 4 of 5: Add Attachment Method
L}

Use any of the folowing methods 1o provide attachments for your ivestgaton Request:

« Upload File - Upioad to e-QP Directly - scan and electronically upioad directly to your e-Q request (must be done prior releasing the request)
ters o

fax to your vestigation Request Printa cover

e request)

st jor s e
o Expected - Standard Fax, Mai, or Other - if not using ane of fhe bove, indicate how you plan sttachment

‘Specity method to be used 10 provide your attachment? e @ s

Step 4 of 5: Add Attachment - Direct Fax Attachment to e-QIP
n

Direct Fax

1 Create Cover Sheet for Fax Attachment
number of “Attached Pages’ sheet), and enter & for the sender. Generate
m st g oo o O i e i b it
window 1o review and printing. The cover sheet (with barcode) must then be printed as black and whie image.
2. Faxthe document to e-GIP:
. Place the cover sheet on lop of the corresponding document
i Fax cover sheet nd document to the fax number Ksted on the caver sheet

If sucoessful, the fax wil be attached fo this Investigaton Reweilwm 10 minutes. Confirm that the fax was corectly attas m d visile on the.

Summary of Attachments screen. To return ik the “Return
it with the faxed ing up in on the Summary of Aftachments screen and your fax machine indicates that the fax
s the &-OIP fax server, requesting your investigation

HOTE: This method siectranicaly sssocistes your fax to ihis request

Humber of Atiached Pages (exclding cover sneet)

Senders Contact #
Creats Fax Cover Sheet
Return to Attachments Summary |
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This will create a fax cover sheet

that will include your Request

Number, Contact information, and a

Barcode which will route the

attachment to the correct Request in

e-QIP.
Note: The fax cover sheet is active
for only seven days. You will not be
able to fax that cover sheet after that
date has expired.

7. Print the fax cover sheet

8. Fax the cover sheet and the
indicated document to the number
provided on the cover sheet

9. Again, each separate item must
have its own fax cover sheet

If the attachment is faxed successfully, it
will appear in the Attachments
Summary.

OFFICIAL USE ONLY

Request ID: 71750
Applicant Name: FUDD, ELMER SAMPLE
Attachment Type: (APP)
Attached Pages (Excluding Cover Sheet): 2
Sender Contact # 555-111-1234
Cover Sheet is Invalid After: May 12, 2011 at 16:12 EDT

Print this cover sheat. The Darcode (Delow) Must print 3 3 DIack and white Image.
Put cover sheet on top of the comesponding document.

. Fax cover shest and document 0 (555) S35-0101.

¥ sucosssul, the tax will D2 3tached 10 the Request ID specified 3t the top of this page.

¥ the faxad JaChmEnt JO2E N0t SNOW LD WININ ten minutas In the "Directly Aftachad” st and your fax machine
Indicates that the f3x was successTuly sent, contact the agency that INtated your Invesigaton Request.

moB oW

DISCLAIMER
THIE F
GED

'vC'JYEH’T" u».C‘DP’ AN'YIN.;
WHI ie TLEX
SE Cl LY AND

2 'E PECE r_!: THIE TELECOPY IN ERROI PLEASE IMMEDIATELY NOTIFY THE
234 TO ARBANGE FOR RE”U:‘I OF THE ORIGINAL DOCUMENTE TO
THE SEX{D—R,

N

OFFICIAL USE ONLY

Step & ol % Alximents Scmeury

Une e Lt

+ Expacted: Reguiy Fan, Bal o Ofwer . #x5cae Sow w0 0 10 5 e Sacmwet

D0 s S 37 xSt Stcurvert anchor be et o wosk? e 1 ETIOCHEN WS B wces)

(hax (e

Another option is to send items by
regular fax or mail:

1. Select Expected
2. Select Next

ip R it 3206-0008
Step 4 of 5: Add Attachment Method
|
Useany of your
* Upload File- Upload to &-QIP Directly yourel
o DirectFax. FaxAttzchmentto < IF Dicty, e QP of your Invest Printa cover
shestand
o Expected . Mai o Other- boy

UploadFile  Direct Fax Expecled

Specify method to be used to provide your attachment? (o] (o) ®

| |
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3. Provide a description for your
attaCh ment Step 4 of 5: Add Attachment ected - Standard . Mai, or Other

4. Indicate how many pages it is S clad  Simmlarti Eay, Mok e Sltier
Select a method of transmission - =
6. Select Add Expected Attachment e —

i

[ Name of document
=2

Mailed -- Attachment will be mailed v

[ 732 et Atshmant |

Return to Attachments Summary

6.6.5 Step Five: Release and Transmit the SF 86 Form

Important! You will not be able to access your investigation forms after you click “Release
Request/Transmit to Agency.” Be sure you have printed and/or attached all required forms,
including signature forms, before clicking “Release Request/Transmit to Agency

1. Select Release Request/Transmit ——
to Agency

IMPORTANT: YOUR BACKGROUND INVESTIGATION CANNOT START UNTIL YOUR AGENCY RECEIVES ALL
REQUIRED SIGNED SIGNATURE FORMS.

When you have completed the previous steps, you may release your Investigation Request for processing. Performing this step wil electronically transmit
your Investigation Request to the agency requesting your investigation, and you willno onger have onine access to & for printing, review, or directly adding
attachments.

After you complete the previous step, click this button to release and transm your Investigation Request to the requesting agency

Back || Release RequestTransmt to Agency

If the confirmation screen appears, you
are logged out of e-QIP and your e e e e e B e e e
information has been transmitted to your S T T T 0 S e i i

sponsoring agency.

For your privacy, close this window when you finish

Congratulations! You have completed and submitted your investigation request.

If you have any questions about your investigation status, please follow up directly with your
contact at your sponsoring agency.
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7 What happens next?
Your sponsoring agency will carefully review your submitted SF 86. In the event that your

information or attachments are incomplete, the sponsoring agency may return the information
you provided in e-QIP and contact you to make corrections to the form.

In the event you are contacted to make corrections to your form, you will need to:

Log into e-QIP

Review the details of the request and make corrections via the e-QIP system
Answer all Yes/No questions again

Re-certify and print a new archival copy of the form

Print, sign and attach new signature pages

Re-release your form to the agency

Once the investigation has been scheduled, you may be contacted by an investigator to
schedule your personal interview, if required. For the interview, you will be required to provide
photo identification, such as a valid state driver’s license. You may be required to provide other
documents to verify your identity, as instructed by your investigator.
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