Security Requirements and Forms

     First Day Requirements:

· Verification of United States citizenship

· Completed Standard Form 85, Questionaire for Nonsensitive Positions

Discussion:  

United States citizenship must be verified on your first day at work.  Please bring either a U.S. Passport (may be expired) or a state issued certified birth certificate. (Hospital birth certificates are not acceptable, as they do not show the date the birth was filed with the state.)  The document will be returned to you that day.   

     The Office of Personnel Management conducts an investigation on each new employee to the Government. Therefore, you will need to complete a Standard Form 85, Questionnaire for Nonsensitive Positions, in black ink or typed. Two copies are being sent so you through the mail.  Do NOT mail the form back to us; complete it and bring it with you on your first day of work.  

   Instructions for completing the SF 85 form are on the first page and at the beginning of each block. 

Start with Block "1" Security Office. Lettered blocks are completed by the Security Office.

Each block has to be completed. If you have no information to enter, you must annotate "N/A" or none.   An empty block is not considered a negative response.  

Each period of time must be covered for the past five years in both residence and employment. Start with the present time and work backwards. Because the Office of Personnel Management sends out written inquiries to complete their investigation, you must provide complete and precise information as requested in each block. 

During the five-year period, you were either employed or unemployed and both have to be annotated on this form. If you were in school and did not have a job, you were unemployed. Each period of unemployment is to be verified. We need the individual's name, address to include zip code, and telephone number. Verifiers are not to be family members. 

