Completing the SF86:
A Guide for Employees

LMSecurity



IMPORTANT: Before continuing to the e-QIP site, make note of the following TWO tips to successfully
complete the application process:

1. Golden Questions

You must generate a user account by creating a Username and Password on your initial e-QIP
login.

o You are required to answer a series of "Golden Questions" before you create your account:
1. You must enter your legal last name in lower case letters for; “What is your last name?”
2. You will answer “unknown” in lower case letters for; “In what City were you born?
3. You must enter your four-digit year of birth for “What year were you born?”
4. Locate the Registration Code field and enter the PIN that was provided to you. (Please note
the Pin is case sensitive)
i. Important: If there is not a registration code field you will enter your PIN to answer
the question (In what CITY were you born?)
5. Select “Submit”

o All subsequent logins will only require your Username and Password.

2. Section 13 of the Questionnaire (Employment): ****The Number 1 reason for Rejection****

o Lockheed Martin must be listed as your current employer, using the following address and phone
number:

Employer’s Address
Lockheed Martin

100 Global Innovation Circle, MP 801
Orlando, FL 32825
(407)306-7311

Physical Address
In the “Physical Work Address” field enter your actual work location. If you are a new hire and unsure of

your work location, please contact your recruiter.
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Introduction

The following guide is meant as a tool to assist you in completing, as part of the Security Clearance
Application process, the Standard Form 86 (or SF86). The instructions and processes found in this guide
are specific to Lockheed Martin and may not apply to other government agencies or defense contractors.

This is an outline that will help you understand the clearance process. Each section has hyperlinks
that will take you to detailed instructions in the document.

The Clearance Application Process may take several hours especially if the applicant has extensive
information to submit, i.e. world travelers. Please designate a significant amount of time if this is
the case.

If you have previously completed a clearance application for Lockheed Martin you may have given
us permission to store it. To make this process easier please, while logged into LM Intranet, go to
LMPeople>Security and Safety>General Security Information> Employee Security
Information>Request a Copy of Your Clearance Paperwork.  Visit our FAQ.

In accordance with government regulations, LMSecurity is required to review your Security Clearance
Questionnaire to ensure accuracy and completeness. This information will not be used for any other
purpose within Lockheed Martin. Information provided by an employee is protected by Section 552a of
Title 5 United States Code, “Privacy Act of 1975.”

The e-QIP system you will utilize to complete your SF86 is a government system and is not maintained by
the LMSecurity Operations Center.

If you have any questions about the Clearance process not answered below or on the Security Clearance
Connection Website, please contact LMSecurity at 407-306-7311 or toll-free at 866-330-7311, Monday
through Friday, 7:30 a.m. to 6:30 p.m., Eastern Time.



http://www.lockheedmartin.com/us/employees/security-clearance.html
http://www.lockheedmartin.com/us/employees/security-clearance.html

Steps for Completing your Standard Form 86 (SF86)

Step 1. Fingerprinting J

Fingerprints /o Refer to your clearance notification email (LMSOC-0002) for \
information on whether you require fingerprinting
e Ifitis your first time applying for a security clearance, you will need
‘ to get fingerprinted
e Search for fingerprint locations on our Security Clearance Connection

\/ k Website if vou reauire fingerprinting j

Step 2. Prepare Your e-QIP Information J

SF86 e Review the SF86 Required Information by Sections below to:
Checklist — Gather all Necessary Paperwork
— Make it Easy on Yourself
— Cut Down on the Time it Takes to Fill Out Your SF86

Validate Browser /o Validate Browser Settings \

Requirements Note: At this time, e-QIP works with all major web browsers with the
current exception of Google Chrome and Opera.

— Microsoft Internet Explorer
‘ — Mozilla Firefox

— Apple Safari
\/ k — JAWS (Screen Reading Software) /
Step 3. Accessing Your e-QIP and Initial Login Instructions J
Access e-QIP e Go to “Accessing the e-QIP homepage”
Home Page o Or click on http://www.opm.gov/e-Qip/ to go directly to the

government e-QIP site
e Accept Browser and Security Settings

‘ e Enter SSN
Create an e Begin creating an e-QIP account by Registering for a Username and
Account Password

e Enter Initial Answers to Golden Questions
e Login using Username and Password
‘ e Review Statement of Understanding



http://www.lockheedmartin.com/us/employees/security-clearance/fingerprint.html
http://www.lockheedmartin.com/us/employees/security-clearance/fingerprint.html
http://www.opm.gov/e-Qip/

Step 4. Filling Out your SF86 Application and Submission J

~

Questions

Before You Begin entering your data, review Common Mistakes that
Navigation may get your application rejected

Check our FAQs

Enter Your Data

Address Errors and Warnings you may come across

Display Your Data at Anytime During the Application Process

J

[ ]
[}
[ ]
\C
LastSslgRs for ﬁ Validate your data \
2.
3.

Submission Certify your data
Release your Form
— Review Instructions for Archival Copy, Signature Pages,
and Attachments
‘ — Note: LMSecurity is committed to protecting Lockheed
Martin employees’ personal information. For additional
\/ options on transmitting personal information, visit
Security Clearance Connection.

4. Identify Expected Attachments
\5. Release Request/Transmit to Agency /
Step 5. Submitting your Signature Pages and Expected Attachments J

e Your signature pages are available in an online click-to-sign format.\

Signature

Pages

If you wish to opt out of the click-to-sign format:

— EMAIL completed forms (.PDF ONLY) to LMSecurity
Operations Center at
faxserver.Imsecurity@lmco.com, or

— FAX completed forms to LMSecurity Operations Center at
720-479-2750

J

Expected — EMAIL Expected Attachments to LMSecurity Operations
Attachments Center at faxserver.Imsecurity@lmco.com, or

— FAX Expected Attachments to LMSecurity Operations Center at
720-479-2750

» After your clearance process is complete, you will receive an email from LMSecurity requesting
your permission to store an encrypted copy of your SF86 for your convenience.
Visit our FAQ for more information.


http://www.lockheedmartin.com/us/employees/security-clearance/Privacy.html

SF86 Required Information by Sections (Checklist)

Sections 1-8

Full Name

Date of Birth

Place of Birth

Social Security Number
Other Names Used
Height/Weight

Home & Work Email Address
Home/Work/Mobile Phone
U.S. Passport Number

Section 9

Citizenship
Documentation if not U.S. Citizen by birth

Section 10

Multiple Citizenships, if applicable
Foreign Passport information

Section 11

OO000OO0O0O00000oOo0O

Residence History
O 10 years
O Physical street address (P.0. Boxes are not acceptable)
O Persons who knew you at any address in the past 3 years complete with
their physical address and phone number

Section 12

Education History
O 10 years
O Name and physical address of school(s) attended
O Persons who knew you were attending any school in the past 3 years
including their physical address and phone number

Section 13

Employment History
O 10 years depending on the question
O Complete address and phone number for employer/military base
O If self-employed or unemployed, complete name, address, and phone
number for a verifier
O As the sponsoring agency, Lockheed Martin must be listed as your
current employer.
Use the following address and phone number under the “Provide the
address of employer” and “Employer phone number” fields:
O Employer’s Address - Lockheed Martin
100 Global Innovation Circle, MP 801
Orlando, FL 32825
407-306-7311
O Physical Address
In the “Physical Work Address” field enter your actual work
location. If you are a new hire and unsure of your work
location, please contact your recruiter.

Section 14

Selective Service Record (if male born after December 31, 1959).
To verify selective service registration, contact the Selective Service System at

http://www.sss.gov/, or at 1-847-688-6888.

Section 15

Military History
O Ever
O Service number, dates of service, branch, etc.
O Court Martial information for the last 7 years (if applicable)

Section 16

Three people who know you well
O 7 years
O Complete name, physical address, and phone number



http://www.sss.gov/

Section 17

O

Marital Status
O Current Spouse
O Full name, DOB, POB, SSN, citizenship info (if foreign born),
previous names used (even maiden name), date and location of
marriage records (separation records, if applicable), country of
citizenship
O Former Spouse
O Full name, DOB, POB, date and place married, location of
divorce records (if applicable), country of citizenship
O Cohabitant
O Full name, DOB, POB, SSN, citizenship info (if foreign born),
previous names used (maiden name), country of citizenship

Section 18

Relatives (Living or Deceased)
O Full name, DOB, POB, other names used, citizenship info (if foreign
born), country of citizenship, complete and physical address, current
employer (if known)

Section 19

Foreign Contacts

7 years

Name of Foreign Contact
Dates Known

Citizenship

Number of Contacts Per Year

ooooag

Section 20

Foreign Activities
O Either 7 years or Ever depending on the question
O Foreign Financial Interests
O Foreign Business/Professional Activities/Foreign Government Contacts
O Foreign Countries You Have Visited

Section 21

Mental and Emotional Health
O Either 7 years or Ever depending on the question
O Counseling

Section 22

Police Record
O Either 7 years or Ever depending on the question
O Dates, complete address for location of offense, name and address of
court, type of offense, result/actions

Section 23

[llegal Use of Drugs or Drug Activity
O Either 7 years or Ever depending on the question

Section 24

Use of Alcohol
O Either 7 years or Ever depending on the question

Section 25

Investigations and Clearance History
O Ever

Section 26

o O 0O 04d

Financial Record
O Either 7 years or Ever depending on the question
O Amounts, dates, account numbers (if applicable), names and addresses
of court/agencies/people involved

Section 27

O

Use of Information Technology Systems
O 7 years

Section 28

Involvement in Non-Criminal Court Actions
O 10 years
O Public Record Civil Court Actions

Section 29

ooo

Association Record
Terrorist groups - names and dates of activity
Anti-government groups - names and dates of activity




Adobe Set-Up Instructions

Adobe Set-Up Instructions
Prior to entering your data, you must have Adobe Reader 7.0 (or higher). If you do not have Adobe Reader
7.0 or higher, follow one of the two steps listed below:
o Current Lockheed Martin employees can contact the Lockheed Martin Service Desk (LMSD),
for LM issued computers at (800) 435-7063.
o Lockheed Martin new-hires may download a free version directly from the
Adobe website at http://www.adobe.com/.

Browser Requirements

e-QIP is compatible with most browsers including Microsoft Internet Explorer, Mozilla Firefox and Apple
Safari. Note: At this time, e-QIP works with all major web browsers with the current exception of
Google Chrome and Opera.

The following settings should serve as a guide for configuring your browser:

Microsoft Internet Explorer (IE): (Requires Version 6.0 or higher)

/2 e-QIP - Windows Internet Explorer
O - [Ermiivemcomooviean

Flo Edt Vew Favorkes [ Heb
Delete Browsing Hstory...
W H Rear

e Select Tools (top of Internet Explorer Tool Bar)
e Select Internet Options (Figure 1.1)
e Select the Advanced Tab (Figure 1.2)
e Scroll down to the Security section
e Check the box to enable:
"Do not save encrypted pages to disk"
e Check the box to enable
"Empty temporary Internet Files Folder
when browser is closed"
e Check the box to enable TLS 1.0 (Figure 1.2)

Pop-up Blocker
Phishing Fiter
Manage Add-ons.

rul  Windows Update

Prog
... Welcome! This s yourfirststop in the process of
gw questionnaire and beginning your background i
provides information about the type of nternet co
QIP, diagnostic tools for your computer, and othel

one of the options listed below. Thank you for visiting e-QIP!

Enter e-QIP

Applicant Site Figure 1.1
=

Internet Options

. General | Security | Privacy = Content | Connections | Programs | Advanced
Figure 1.2

Settings

Do not save encrypted pages to disk
Empty Temporary Internet Files folder when browser is clc

[] Enable native XMLHTTP support
# Phishing Filter
(® Disable Phishing Filter
O Turn off automatic website checking
O Turn on automatic website checking
[ usessL2.0
L2l g

Use TLS 1.0

[¥] warn if chanaing between secure and not secure mode ¥
<

*Takes effect after you restart Internet Explorer

Restore advanced settings

tificate address mismatch*

Reset Internet Explorer settings

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

You should only use this if your browser is in an unusable state,

ok J [ concel ][ _aonty ]



http://www.adobe.com/

e Select General Tab (top left)
e Within the Browsing history section click Delete (Figure 1.3)

Internet Options

General | Security | Privacy | Content | Connections | Programs | Advanced

Home page
/? To create home page tabs, type each address on its own line.
N

Browsing history

(- Delete temporary files, history, cookies, saved passwords,
¥ and web form informatid

Settings ]

Search
p Change search defaults.
4

Tabs

Change how webpages are displayed in Settings

tabs.

Appearance

[ Colors ][ Languages ][ Fonts ][ Accessibility ]

r’ﬁ Some settings are managed by your system administrator,

| :
[ x ][ cance ] Figure 1.3

e C(lick Delete Files box and Delete Cookies box (Figure 1.4)
(If you have version 8.0, check the Temporary Internet files
and Cookies checkboxes, then click Delete.)

e (lick Yes button when pop up appears
asking for confirmation (Figure 1.5)

e C(lick the OK button to save

Delete Browsing History

Temporary Internet Files

Copies of webpages, images, and media that Delete files...

are saved for faster viewing.

Cookies
Files stored on your computer by websites to Delete cookies...

save preferences such as login information,

Delete Files

Tt ' fire you sure you wank ko delete al
istory les?
L% of Websres ol Fee vg ! Delete history... — / . 3 kemporary Internet Explorer filess

Yes } [ Mo

Form data
Saved information that you have typed into Delete forms...
forms,

Figure 1.5

Passwords

Passwords that are automatically filed in when | Delete passwords...
you log on to a website you've previously

visited.

bout deleting browsingistory | Deleteal... | | Close Figure 1.4




Mozilla Firefox: (Requires Version 0.9.4 or higher)

) Wozilla Firefox Start Page - Mozilla Firefox [mEE
Fie Edt wew Hsloy Bockmarts [REEEN b

e Select Tools (Note: If you have version 10.0.3, e % oy e o g

click on the Firefox dropdown menu located ~ [f=s=eeme e S

on the top left of the screen.) (Figurel.6) Web images Videos Mars ooty Sinin |
e Select Options

Clear Recer tstory... Qrisshft+Del

Google

Google Search

793 Let's stay in touchl Get the Firefox newsletter for product info, tips and tricks,
S recommended add-ons and more

About Mozillz - Firefox Support

Fi 1.6
igure L

Options

e Select Advanced (Figure 1.7) dom |/ &
Select the Encryption tab General[Network Updote [ Encyption
e Under Protocols, check the boxes to ||| i ie Bl useTis L0

enable SSL 3.0 and TLS 1.0 Certficates

When a server requests my personal certificate:
(O Select one automatically (3 Ask me every time

[ view certiicates | [ Revocation Lists | [ valdation | [ Securty Devices |

Figure 1.7

o Select Privacy (Figure 1.8) Options
e Select/enable Accept Cookies From Sites J ] & iJ fﬁ ¥
e Uncheck "Remember search and form history" Gonord_Tabs _Cortent _iovkcatgs B
" . " History —
¢ Uncheck "Remember download history L ep—
e Select/enable "Clear history when Firefox closes " T

e Select Setting o oghito
(] Remember download history
[ Remenmber search and form history

e In the "Settings for Clearing History Window"
ensure that "Download History, Form and Search History,
Cache, Cookies, Offline Website Data and Active Logins"

are checked, then click "OK" (Figure 1.9) Keep unt: [the ex . v
I [¥] Clear history when Firefox doses I

Location Bar
When using the location bar, suggest: |History and Bookmarks ¥

Accept cookies from stes

Settings for Clearing History

When I quit Firefox, it should automatically clear all:
oy Figure 1.8 Lok J[conca [ 1o |
(V] Browsing Histo [V] Cookies
Download History Active Logins
Form & Search History Cache

Data

| Offline Website
Data

[[] saved Passwords

[[] site Preferences

Figure 1.9




Apple Safari

If using Safari, you must have Internet Explorer 6.0 or higher version or Firefox 2.0.0.12 - Mac version
web browser at the "User Agent" category or higher for Firefox. Use the following instructions to
configure your Safari browser to access e-QIP. On the Menu Bar:

Select Edit box (top of screen)

Select Preferences

Select Security

Select Accept Cookies (only from site that you navigate to)

Select Advanced

Select the box labeled "Show Develop Menu in Menu Bar"

Click proxies - Change settings box (Opens to Internet Explorer (IE) Properties Boxes)
Select Advanced tab

Security category is located near bottom of page

Click "Do not save encrypted pages to disk"

Click "Empty Temporary Internet Files folder when browser is closed"
Click/enable SSL 2.0

Click/enable SSL 3.0

Click/enable TLS.1

Exit Preferences Window

On Menu Bar select "Develop User Agent"

JAWS Screen Reading Software: (Requires Version 10.0 or higher)

JAWS (Job Access with Speech) is a vocal screen reading software program that enables visually
impaired users of e-QIP to complete their form. JAWS provides text to speech recognition. To use, you
must use Internet Explorer 6.0 or later and JAWS 10.0 or later.

Start your internet browser and enter the following URL website address: https://www.e-

ip.opm.gov/eqip/eQIP
The e-QIP Gateway Page will appear. Scroll down and click the button labeled ENTER e-QIP
APPLICANT SITE.
A "browser checker" utility will automatically run and test your computer for e-QIP compatibility. Be
sure that you have three green checkmarks and click the CONTINUE button to proceed to the
application. If you receive the error message "Page Cannot Be Displayed" please follow the
instructions to enable TLS 1.0 on the "Testing Your Web Browser for Compatibility" page. To enable
the TLS 1.0:

o Select Tools
Internet Options

o Advanced Tab (top right)

o Scroll to the bottom of the page and check
o UseTLS1.0

o Click "OK"

A Security Alert box may appear asking "Do you want to proceed?"” Click the YES button using the
mouse or type {ALT Y} on your keyboard to continue.

The e-QIP Welcome Screen will appear. "Enter your Social Security Number" in the text entry boxes
and click the "SUBMIT" button to logon to the e-QIP applicant site.


https://www.e-qip.opm.gov/eqip/eQIP
https://www.e-qip.opm.gov/eqip/eQIP

Accessing the e-QIP Home Page

IMPORTANT: Before continuing to the e-QIP site, make note of the following TWO tips to successfully
complete the application process:

1. Golden Questions

You must generate a user account by creating a Username and Password on your initial e-QIP
login.

o You are required to answer a series of "Golden Questions" before you create your account:
1. You must enter your legal last name in lower case letters for; “What is your last name?”
2. You will answer “unknown” in lower case letters for; “In what City were you born?
4. You must enter your four-digit year of birth for “What year were you born?”
4. Locate the Registration Code field and enter the PIN that was provided to you. (Please note
the Pin is case sensitive)
ii. Important: If there is not a registration code field you will enter your PIN to answer
the question (In what CITY were you born?)
5. Select “Submit”

o All subsequent logins will only require your Username and Password.

2. Section 13 of the Questionnaire (Employment):

o Lockheed Martin must be listed as your current employer, using the following address and phone
number:

Employer’s Address
Lockheed Martin

100 Global Innovation Circle, MP 801
Orlando, FL 32825
(407)306-7311

Physical Address
In the “Physical Work Address” field enter your actual work location. If you are a new hire and unsure of

your work location, please contact your recruiter.



Accessing the e-QIP Home Page

Click on the following link to access the e-QIP homepage: http://www.opm.gov/e-Qip/
Scroll down and click the "Enter e-QIP Applicant Site" link (Figure 2.0)

Figure 2.0 &

OPM.GOV ABOUT  POLICY

INSURANCE RETIREMENT

OPM.gov Main - Investigations - =-C

IN THIS SECTICN

e-QIP Application

Applicant Site

Owerview | Quick Reference Guide = Need Help?
Agency Training Sites
Web Based Training
e-QIP FAQs Overview
Background Investigations Welcome to the Electronic Questionnaires for Investigations Processing {e-QIP) system.
e-0IP is 3 web-based automated system that was designed 1o facilitate the processing of
standard investigative forms used when conducting background investigations for Federal
security, suitability, fitness and credentialing purposes. e-QIP allows the user to
elecironically enter, update and transmit their personal investigative data over a secure

Requesting Investigation Copies
Investigations FAQs

Contact Investigations
internet connection to a requesting agency.
Please see the Quick Reference Guide and Frequently Asked Questions for information
about the type of internet connection you need to use e-QIP, diagnostic tools for your computer
and other help topics.

Enter the "e-QIP Applicant Site” to begin filling out your questionnaire.

Enter e-QIP
Applicant Site

INVESTIGATIONS

AGENCY SERVICES NEWS

RELATED INFORMATION

+ Freguently Asked Questions
+ Need Help?

=

A browser checker will launch. After you have verified that your browser is configured properly, scroll
down and click on the "Continue” button. If you receive the error message "Page Cannot Be Displayed,”
ensure that your browser is set up correctly per the "Internet Browser Set-Up Instructions"” above

(Figure 2.1).

e-QIP Browser Compatibility Check

Before you cor
to make changes

e, the e-QIP System m:
our web browser

fy that you are using an aps
s, ciick Try Tests Again to ref

Your Browser Info

ticrosoft Intemet Expiorer v10.0

Browser

Supported Browser: Yes
Session Cookies: Allowed

Scripting: Allowed

Transport Layer Security (TLS) 1.0
IMPORTANT: Transport Layer Security (TLS) 1.0 must be enabied in order to access the e-QIP System

h "e-QiP”

ntten in
nabling

If your web browser does not connect (o the e-QIP System after you ciick the “Continue to e-QIP*
bek foliow the steps under “Enabling Transport Layer Security” to verify that Transport Layer Sex
(TLS) 1.0 s enabied.

e & "blue™ box beioy
cor red. Otherw
enfy TLS settings.

n your Transport Layer Secunty
nsport Layer Security” belov

Enabi

sport Layer Security

Note:

System screens, your web browse
o remember th

this information. Do not click the
“Never for this site.” The e-QiF

If you are ready to proceed, click "Continue to e-QIP.”

Continue to e-QIP

b browser that is property configured. If you need

=1

=l Figure 2.1



http://www.opm.gov/e-Qip/

A security alert box may appear informing you that you are about to view pages over a secure
connection. If it does, click "OK."” (Figure 2.2)

Security Alert

‘You are about to view pages over a secure connection.

Any information you exchange with this site cannot be
viewed by anyone else on the web.

[ In the future, do not show this waming

——) | 0K ,|[ More Info ]

Figure 2.2

Creating an eQIP Account

The e-QIP welcome screen will appear. Select “Register for Username and Password” to create an e-QIP
account. (Figure 2.3)

OMB No. 3206-0005

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

Only persons specifically authorized to do so may access this data. Unauthorized attempts to pass this screen, as wel as any use of data in this system for
purposes other than those authorized by OFM, are a violation of federal law and/or regulation. Violators are subject to disciplinary action and prosscution

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 include Federal records that may contain sensitive information protected by various Federal statutes, including the Privacy Act, §
U.S.C. § 552a. All access or use of this system constitutes user understanding and acceptance of these terms and constitutes unconditional consent to review,
menttoring and action by all authorized government and law enforcemant personnel. VWhile using this System your use may be monftored, 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 or (S} otherwise misuse this system are strictly prohibited. Such attempts or acts are subject to action that
may result in criminal, civil, or administrative penatties.

1 already have an e-QIP account. I do not have an e-QIP account.
Enter your username and password, then click the "Submit” button to continue. | If you have not registered for a username on e-QIP click the link below to begin

If you do not remember your password click “Forgot Password™. If you do not | the registration process.
remember your username contact your sponsoring agency.

Password | | m Register for Username and Password

[T change WMy Password (after login}

Forgot Password

e-QIP 3.02

Figure 2.3

Enter your Social Security Number in the text entry boxes and click the "Submit” button to continue. The
Request Number should be left blank. (Figure 2.4)

OB No. 3208-0005

The following screens wil guide you through the process of registering an account in the e-QIP system. Before beginning this process your sponsoring agency
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 U.S. Social Security number, enter it into the "Social Security Number” fields below, then click the "Submit” button to continue.

If you do not have a U.S. Social Security number, enter the e-QIP request number into the "Reguest Number” field below, then click the "Submit” button to
continue. If you do not know your reguest number contact your sponsoring agency.

Social Security Number Request Number

L J-L_ -] L 1

Figure 2.4

Note: If you have reached this page in error, click "Return to Login Screen” to try again

e-QIP 3.02




Golden Questions
You will be asked three "Golden Questions" (Figure 2.5) Enter the following data:
o "What is your LAST name?"
= Type your last name in all lower case
o "In what CITY were you born?"

You must type unknown in all lowercase. This is set up for security purposes and you
will not be able to access e-QIP unless you do so.
o "In what four-digit YEAR were you born?”
= Type in the year you were born
o Registration Code:

= Enter the PIN that was provided to you by LMSecurity

Enter the answer 1o each Golden Question and the Registration Code provided by your agency, then click the "Submt” button to continue,

) Allow me to see my Golden Answers as | type them.

Answer

I Question. What is your LAST name?

Guestion: In what CITY were you born? (DO NOT provide the State.)
Answer

Question: In what four-digit YEAR were you born?
3 Answer:

l Registration Code:

Note: If you entered your Social Security Number or Request D incorrectly, click "here™ o try again

[~ supme

Figure 2.5

Creating a Username and Password

The page will refresh and require you to create a Username and Password (Figure 2.6)

e The Username and Password you provide on this page will be the one you will be required to enter
each time you log-in.

Help OMB No. 3206-0005

Select a username and password and enter them in the fields below, then click the "Submit" button to continue.

Your usemame must be a minimum of six characters with no spaces or special characters. It may contain latters and/or numbers and is not case specific
Your password must be a minimum of eight characters and contain at least one character from three of the following four categories

- Uppercase letters (A-Z)

- Lowercase letters (a-z)

- Numbers (0-5)

- Special Characters (%, @, 5, %, & +, =, 2,4}, L1 <., %)

e-QIP 302

Figure 2.6



Challenge Questions

The page will refresh and require you to create three Challenge Questions (Figure 2.7)
e The Challenge questions/answers you provide on this page will be the ones you will be required to
answer if you forget your Password.

Halp OMB No. 3206-0006

The Challenge Questions/Ar an ba used to help retrieva @ forgotten password. Salact thras quastions from the drop-down lists below and provida an answer to
than click th it button to continue

aach question

@ to sea my Challange Answars as | type them

Salact Challenge Quastion

Questian

Salact Challenge Guestion

Salact Challenge Quastion

[ bt |

0-QIP 302

Figure 2.7

o Ensure that you remember the answers exactly as they are entered.

e C(reate a combination of Challenge Questions that only you will know the correct answers to. The
Challenge Questions/Answers are one of several security measures that have been built into e-QIP to
help to minimize unauthorized access to your information.

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

e Ifyou forget the answers, contact the Government e-QIP Help Desk at (800-467-5526) to get your
questions reset to the default questions.

e Asterisks automatically mask Challenge Answers, but if you choose, you can view your answers while
typing them if you click the "Allow me to see my Challenge Answers I as | type them" checkbox. Do not
allow someone to see your computer screen while your answers are on the screen. If someone sees
your responses, the person can logon as you and they will have access to your personal data.

e The next time you see your name listed on e-QIP, it will appear as follows:

o Your full name, date of birth and “unknown, state” for place of birth.

e C(lick the highlighted link that says "Enter Your Data" and complete the form with the information you

gathered (Figure 2.8).
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» Benttyng nformaton
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Dameof Setn 01012010  Ju—

Complete an Investigation Request

The f530wng 308ens wil SIS yOu TEOUGR Ne SOCEES 10 COMEINTAG 37 17 raRIGITOR Recuest THck on The bk Below 15 Bege of SonTaue tha Srocess 1f
You Rave S0y GURSORS Of SORCEmS, Sk e THERR" ek for mone nfarmanon

Figure 2.8
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Prior to entering your data, read the instructions on the "Welcome: Instructions for Editing Your Form
Data" screen. By clicking the “Continue” button you will have confirmed that you have read and
understood the document (Figure 2.9).

Form Completion Instru
Instructions for Completing Form SF

section: | SFBE Form Completion Instructions b

den Information

Questionnaire for National Security Positions (SF86 Format)
OMB No. 3206-0005

Foliow instructions fully or we cannol process your form. I you have any questions, contact the office that geve you the form,

Purpose of this Form

The United States (U.S.) Government conducts background investigations and reinvestigations of persons under consideration for or retention in national
security postions as defined in 5 CFR 732 and for positions requiring access to classified mformation under Executive Order 12968.

Giving us this information is voluntary. If you do not provide each item of requested information, however, we will not be able to complete your investigation,
which will adversely affect your eligbilty for a national security position, Any information that you provide is evaluated on the basis of its recency, serigusness,
relevance to the position and duties, and consistency with all other information abeut you.

Withhokding. misrepresenting, or falsifying information wil have an impact on a security clearance, emgleyment prospects, or job status, up to and including
denial or revocation of your security clearance, or your removal and debarment from Federal Service.

This formis a permanent document that may be used as the basis for future investigations, security clearance determinations, and determinations of your
suitabiity for employment. Your responses to this form may be compared with previous security questionnaires. It is imperative that the information provided be
true and accurate to the best of your knowledge.

Authority to Request this Information

Depending upon the purpose of your investigation, the U.S. Government is authorized to ask for this information under Executive Orders 10450, 10885, 12333,
and 12968, sactions 3301, 3302, and 9101 of tite 5, U.S_ Code (U.5.C.); sections 2165 and 2201 of tithe 42, U.S.C.; chapter 23 of titke S0, U.S.C., and parts 2, 5,

Figure 2.9

The “Statement of Understanding” screen provides instructions necessary to fill out your SF86 form.
Completion of this form is required per Executive Order 12968. By selecting the “Yes” checkbox and
clicking the “Save” button you will have confirmed that you have read and understood the document
(Figure 3.0). (Note: The SF86 was updated on August 28, 2011. If your last submission was on or before
August 28, 2011, you will need to pay close attention to the information, if any, that carried over from
your previous submission to ensure accuracy.)

Statement of Understanding
Default

section: | SF86 Statement of Understanding Rk Go

Question

| have read the instructions and | understand that if | withhold, misrepresent, or falsify information on this form, | am subject to the penalties for
inaccurate or false statement (per U.S. Criminal Code, Title 18, section 1001), denial or revocation of a security clearance, and/or removal and
debarment from Federal Service.

[ Save II Reset this Screen

Version: 2.00.19

Figure 3.0



Question Navigation

You may use the navigation pull-down menu to go to any section, in any order, by selecting the section,
then clicking "Go". The navigation menu is located at the top of the screen (Figure 3.1).

Section 18 - Relatives

section: | SF86 Section 18 - Relatives

Figure 3.1

You will also have the option to navigate to specific fields within the details of an entry without having to
go through each question asked (Figure 3.2 and 3.3)

Section 18 - Relatives
Details

section: [SF86 Section 18 - Relatives M Go

— Click here for available screen navigation in Section 18 - Relatives

Figure 3.2

Section 18 - Relatives
Detais

section: | SF86 Section 18 - Relatives h CGo

Screen navigation for Section 18 - Relatives

click on the soreen name. Bolded sareen represents your cument locatio

Figure 3.3



General Instructions for Entering Data

e Leave non-applicable text fields blank (Do not enter “None” or “N/A”). If needed, use the "Add
Optional Comment" button to add your remarks.
e Validation of your data will occur after you click "Save" or "Save/Continue" (Figure 3.4).

Date of entry

Type of document (1.94, etc.): |
Document number:

Country(ies) of citizenship

Add A Blank Entry

Add Optional Comment

[ save || saveiContinue ][I Rese this Screen

Version: 2.00.19

Figure 3.4

e LMSecurity recommends you continuously save as you navigate throughout the form to ensure you do
not overlook completing a section or lose data if your computer is idle for too long and your session
times out.

e Please review the Most Common Rejections prior to entering your data on the SF86.

LMSOC-0451
REV: 4/1/13



Errors and Warnings

e After you click the SAVE button, if there is an error, the system will display the same screen with
"Validation Results" at the top of the form. You must correct the data you have just entered.
Validation messages occur only when you have not answered a question appropriately.

e For "Error" messages, you may correct your data by scrolling down to the appropriate field and
editing (Figure 3.5). After making corrections, click the SAVE button at the bottom of the page to save
your changes. Error messages must be corrected before final validation occurs (Figure 3.6).

iow Ihe requested informatiol

Provide a response for Loanfaccountnumber.

jProvide a response for Name of agency/organizationindividual to whom debtisiwas owed

Figure 3.5

Name action/debtisrecorded under.

Status of action or debt

Name of company,courtor agency handling case:

Address of company, court or agency handling case

Street

City.

Provide Country if outside the United States; otherwise, provide State and Zip Code
v ZipCode

(Address of court or case

v

[ Add Ophional Commenl

Save Save/Continue Cancel | [ Delete | [ ResetthisScreen |

Version 20019

Figure 3.6

For validation “Warning” messages, you may either provide the requested information or check the
box “I do not know the requested information” (Figure 3.7). In ALL cases an additional explanation is
required if the check box is used. After choosing an action, click the SAVE button to save your changes.

Provide aresponse for Name of company, court or agency handling case.
‘aming

] 1 do notknow thé requested information
Provide aresponse for Address of company, courtor agency handling case
[ 1donotrnowtme requestedinformation
(Note if youcheck the box above, then you must also expiain below)
Explain
Waming

Note: This message acates probiems wih the mfommatcn sutmined. Messagen 2o Eror’ must te commcted. Measages Bbeied Wamng must e Somvoed of expaned. Vake
the chasges incicated and Shok "Save” 15 mvaidate. Cick “SaveContioon” If you want o maie Shese chages iater

Figure 3.7



For validation "Error"” and "Warning" messages, you may also choose to click the "Save/Continue"
button. If you click Save /Continue, you can advance to the next question without making the correction.
You will, however, have to correct the information prior to the final submission of your form (Figure 3.8).

Name action/debtisrecorded under:

Status of action or debt

Name of company, courtoragency handling case:

Address of company, courtoragency handling case
Street
City. |
Provide Countryif outside the United States; otherwise, provide State and Zip Code.
State: | v ZipCode: |

Country. || v

Add Optional Comment

[ save |[ SaveiContinue || Cancel |[ Delete | [  ResetthisScreen

Version: 200.19

Figure 3.8

If you make a mistake and have to start over, click the "Reset This Screen" button at any time prior to
clicking the "Save" button. "Reset This Screen” will clear all answers on the screen (Figure 3.9).

Name action/debtisrecorded under:

Status of action or debt

Name of company, courtor agency handling case:

Address of company, courtor agency handling case

Street

City.
Provide Country f outside the United States; otherwise, provide State and Zip Code
State: v 2ZpCode

Country v

Add Optional Commen|

[som ) (oo ] [Gorea ] [ouoef) [ resemascmen ]

Version 20019

Figure 3.9

LMSOC-0451
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Displaying your Data

You can display and/or print your personal information at any time while you are entering your data by
selecting the "Display"” link (located at the upper left-hand corner of the screen) (Figure 4.0).

Read the following inf before pting plete this form. You may refer back at any time while editing your form data by
clickingthe "Help“link at the top ofthe screen

The Electronic Qi forl Pr g (e-QIP) system allows youthe ability t: a
requested by your employing agency. The following screens will guide you through the tasks req request

The tasks you will complete are, as follows

Resview the Form Instructions

Enter YourForm Data

Validate Your Information for Omissions andfor Errors including any information you previously provded in e-QIP that has been generated from your
prior electronic submission

Review Your Inf for Compl and Accuracy
prior electronic submission

Certify Completeness and Accuracy of Your Investigation Request
Print an Archival Copy of Your Certified Investigation Request
Release Your | Requesttothels Agency

g any inform; you previously provided in e-QIP that has been generated from your

Follow the instructions displayed on each screenvery carefully_If you have any questions, contact the agency that initiated this investigation request

Navigation

Figure 4.1

By selecting "Display"”, a new browser window will appear. This window will contain an HTML formatted
file, which will display all the data that has been entered up to that point. If desired, you can print the
displayed data first by selecting "File", then "Print" from the new browser window (Figure 4.2).

£-qip.opm.gov} vl & [[¥2| X
File Edt View Favorites Tools Help @Convert - Ejsdect

w arQIP: Investigation Request #9778166 Review Copy [ rh B

Read the following information b
clicking the "Help® fink at the top FOR OFFICIAL USE ONLY

PRIVACY ACT INFORMATION

The Electronic Questionnaires for
requested by your employing age!

Electronic Questionnaires for Investigations Processing (e-QIP)
Investigation Request #9778166

The tasks you will complete are, &

Review the Form Instructid

Enter Your Form Data

Valdate Your Information REV'EW COPY - DO NOT RETA'N

prior electronic submissios

Review Your information x " —_— .

prior e‘lectronlc Submasio This copy is for review purposes only. An official copy for archival is generated upon form certification.

Certify Completeness and .

Print an Archival Copy of Note: To conserve paper only the first entry in multiple-entry lists displays completion instructions. The completior
Release Your Investigatior instructions for the first entry also applies to each additional entry unless otherwise noted

Folow the instructions displayed d I

Form Completion Instructions

Navigation Questionnaire for National Security Positions (SF86 Format)

The e-QIP screens are fully naviga
the display of data on another scre
those buttons as doing so may resuk n

Use your mouse or keyboard to navigate the e-QIP screens. You may use the Tab key to move between links and other form controls. Press the Tab key once to
move forward to the next ink or control on the screen. Hold Shift and press the Tab key once to move backwards.

Clicking the Save or Continue button at the bottom of each screen will step you through the natural progression of each section of the form and completion tasks.

Figure 4.2



Validating your Data

Although the e-QIP system will automatically validate your data after every screen save, you may also
manually validate your screen. To do so, go to the navigation pull-down menu (top right hand side of the
screen) and select "Validate, Review and Certify"” button. Then select "Go" (located to the right of the
pull down menu) (Figure 4.3).

Help - Display - Logout

Below are the results of validating your data

Validation found errors or unsatisfied warnings in the information you provided. If avaiable, click on the direct link provided for each violation below, or use the
dropdown menu above to retur to the appropriate section to make corrections.

Validation Summary

Sections 1-7: Your Kentifying Information =

Error Answer the Other Names Used question yes or no
Section 9: Citizenship ="

Error Mark the box that reflects your current citizenship status.
Section 10: Citizenship Information =
Error Answer the do you now hold or have you EVER held multiple citizenships gquestion yes or no.
Section 13C; Employment Record =
Error Answer #1 about "employment termination” question yes or no.
Error Answer #2 about “misconduct in the workplace” question yes or no
Error Answer #3 about “violating a security rule or policy” question yes or no.
Section 14: Selective Service Record =
Error Provide a response for the following questions.
Section 15: Miltary History =
Error  Answer #a about “ever serving in the U.S. military or the U.S. Merchant Marine” question yes or no.
Error Answer #b about “ever serving in a foreign country's miltary, security forces, merchant marine, miltia, or other defense forces” question yes or no.
Section 16: People Wha Know You Wel =
‘VWarning Provide a third person who knows you well
Section 17: Marital Status =
Error Not Applicable should not be selected for Current Spouse.
Section 18: Relatives =
Viarning Provide a response for Mother.
‘Warning Provide a response for Father-in-law

Figure 4.3

The validation results may show any Errors and/or Warnings that need to be corrected. Read the
validation results and associated errors. To correct your answers, use the navigation pull-down menu to
go to the section that needs to be edited. Make the necessary changes and click the "Save" button.

Certifying your Data

When you have completed all of the questions on the form and are ready to submit, select the Validate,
Review and Certify command from the Navigation menu at the top of the screen and click "Go". If the
message displayed is "Validation Found No Errors or Unsatisfied Warnings", click the "Continue" button
to proceed (Figure 4.4).

SFO8 Section 13 Employment Actvtes
5FB6 Section 13A: EmploymentUnemployment nformation
for each violaton below, or use the

rou
5709 Secton 18 Rt —
SF85 Section 18. Relatves
i SF86 Section 19. Foreign Contacts
SF8B Section 208 Foreign Business, Professionsl Actvities, and Foreign Gon
[ R T L ToT] SF86 Section 20C: Foreign Countries You Have Visted
Section 10- Cezensho nformaton
roc_Answer e o you now

SFB6 Section 23. Begal Use of Drugs or Drug Activey
B Rl <5 65 Section 24 Use of Akeohol

v fr Gefense forces” queston yes or no

Warning Provide a thid person who knows you wel
Section 17: Martal Status =
Error Mot Appicable shoukd not be selected for Current Spouse.
Section 18: Relatves =>
Warming Provide a response for Uother.
Warning Provide a response for Father-n-law

Figure 4.4




The next screen will request a final review of your data with another CONTINUE button to proceed

section |Validate, Review, and Certi v

Below are the results of validating your data

Validation found no errors or unsatisfied warnings. You may continue tothe nexttask

T

.Verﬁnon 20019
Figure 4.5

The following screen will have a "Certify Investigation Request” button. After certification, you can no
longer make changes to the form. Your answers will be locked and unavailable for editing (Figure 4.6).
If you need to make changes, please call the LMSecurity Operations Center at 866-330-7311 for
assistance.

Help - Display - Logout y ; : i OME MNo. 2208-0005

If you reviewed the data you provided for accuracy and are prepared to submit your completed Investigation Reguest, click the "Begin Request Certification
Process’ button, which will generate an official submittable copy of your Investigation Reguest, otherwise, use the Navigation menu above to return to the
appropriate sections to make changes.

CQuestion

| have read the instructions above and | am prepared to begin the process of certifying this investigation request.

Begin Request Certification Process

Figure 4.6

You will receive a pop-up stating the document generation process may take 20-30 seconds to
complete. Select “Ok” (Figure 4.7)

The document generation process may take 20-30 seconds to complete. Remember to follow the instructions on the next screen.

Figure 4.7

LMSOC-0451
REV: 4/1/13



Releasing your Form

The Final Release of your request is separated into five steps on the "Release Investigation Request”
screen. Step 1: Instructions for Signature Pages, Attachments, and Archival Copy. Click the “Next” button
to continue (Figure 4.8).

Step 1 of 5: Instruction for Signature Pages, Attachments, and Archival Copy

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

Carefully folow the instructions provided on the folowing screens in the order displayed.

I you are unable to complete the folowing steps at this time (e.g. if you do not have access to a printer at your computer), you MUST return to e-
QIP at a later time to complete the remaining steps.

Contact your agency if you need assistance with printing, uploading, and/or faxing these documents.

Next

* Version 2.00.19

Figure 4.8

Step 2: Select "Display the Archival Copy of this Investigation Request for Printing". This will
generate a PDF copy of your complete SF86 form to print and/or save for your own records. Your
computer must have Adobe Acrobat in order to view these PDF files. If you do not have Adobe Reader 7.0
or higher, see Adobe Set-Up Instructions. (Figure 4.9).

Step 2 of 5: Archival Copy
]

You have certified to the and accuracy of i your Request, &-QP has generated a printable archival copy of the
information you provided. You are strongly advised to print a copy for your records. Property dispose of any warking copies that you may have printed
whis edting and reviewing your information, as those are not considered official. You wil need Adobe Acrobat Reader or Adobe Acrobat to view the
archival copy. Cick Help for more information

Chick the link below o display the archival copy, and then print a copy to retain for your records.

Figure 4.9

Once you have either printed or saved a copy of your SF86 form, you may click "Next" to continue on to
the next step (Figure 5.0).

File Edt GoTo Favorkes Help @& Convert - [ Select

Do S| P rerpssifwnm.c-gp.cpm.govie... | B-B - & -[Free-G

Step 2 of 5:

- =5 A0 &1 i3 Y €] e ® [se -
R P = (N

You have certified to the completeness and accuracy of the information in yo
information you provided. You are strongly advised to print a copy for your ref
whie edting and reviewing your as those x

archival copy. Click Helo for more information.

Electronic Questionnaires for Investigations Processing (e-QIP)
Click the Ink below to display the archival copy. and then print a copy to retal Investigation Request #71944

ARCHIVAL COPY - RETAIN FOR YOUR RECORDS

isplay the Archival Copy of this Investigation Request for Print|

¥ last

The i
(Applicant) for the e-QIP Request #7194
information st 2011-06-22 12:52:55.963.

This Investigation Request contains the following documents:

Page 1; Investigation Request Cover Sheet
Version: 2.00.19 Page 2.36: Questionnaire For National Security Positions.

Mote: To conserve paper only the first entry in multiple-entry ists dispiays completion instructions
‘The completion insiructions for the first entry aiso appiles 10 each additional entry unless ctherwise
noted

Figure 5.0



Step 3: You are required to submit the release (signature) forms, which include the Certification
form, Authorization for Release of Information, Fair Credit Reporting Disclosure and
Authorization and if applicable, Authorization for Release of Medical Information form, Pursuant
to the Health Insurance Portability and Accountability ACT (HIPPA) (Figure 5.1).

Return To Menu - Logout OME Mo. 2208-0005

Step 3 of 5: Signature Forms

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

“ou must provide the reguired signature form(g). The reguesting agency must receive the signed form(s) to begin processing your Investigation Request.
Print, sign, and submit the form(s) according to the instructions you have been provided by your agency. Print to only one side of each sheet of paper.
Ensure that the text on the printed copy is legible and that all pages print. The printed text may not contain gaps, extraneous lines, or other errors caused by
printer problems. Click Help for more information.

Click the appropriate link below to display, print, or download the signature form(s), then sign and attach to your request on the following screen, or submit
the form to the office requesting your investigation. You will be required to repeat these steps until all required attachments have been submitted.

Signature Forms for Printing
These forms are to be utilized when the signature will be applied in a "manual” or “wet signature™ manner.

« Signature Forms

Figure 5.1

The signature forms are provided in an online electronic click-to-sign format. You will click-to-sign
each release form which will automatically attach to your e-QIP application. This will allow for more
efficient processing of your security clearance. If you agree to utilize the click-to-sign option, select
“yes” to continue to the next screen (Figure 5.2)

nic Signature Forms

n Opt-in Question OME Mo. 3206-0005

Help - Return To Menu - Logout

Some of the signature forms required to complete the processing of your request are available in an onling electronic Click-to-Sign format. Utilizing these
forms will allow for more efficient processing of your request.

Answer the question below then click ‘Continue’.

Question

Do vou agree to utilize the click-to-sign functionality on all relevant forms?

Figure 5.2



You will be prompted to enter your e-QIP account password in order to provide your digital signature.
Enter your password then select “Continue” (Figure 5.3).

ture Forms

Return To Menu - Legout J—— OMB No. 3208-0005

Enter your password, then click the "Continue” button.

Enter Password: eeeeeeeeeee

Figure 5.3

After entering your e-QIP password, the first release form will appear and prompt you to “Click Here to
Sign” (Figure 5.4). This process will occur for each signature page.

Clectronic Questionnaires for Iavestigations Processing (e-QIP) Page 1 of 1
Investigation Request # for Applicant SSN Stgnature Forms

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

SIGNATURE FORMS

The signature(s) in this document refer to ink on forms. inthe e-QIP Investiga
Request ! The signature on the statement below is as valid as directy signing the same
starement on a printed ¢-QIP Investigation Request # Official Archival Copy. This signed
statement and an image of each page from the ¢-QIP Invessgation Request # Offical
Archival Copy will be considered official record

Sign and submit all forms in this document to the office that inSated your lnvessgation Request.

Data Hash Code (SHA-256)
1dca777233b143af57572¢064853¢ 72613 1b1d0e 7fa S9ded 8ef6eb976 120665
Official Archival Copy POF Hash Code (SHA2S6)
6325b70b0d ¥ 1964 A2 SEH07Y. 76abacd.
Date Time Centfied in the e-QIP System: 20150206 084430
Appicants Social Security Number

Questionnaire for National Security Positions (SF86 Format)
OMB No. 3206-0005

Certification

My satements on Sl and on any SChTenn 10 £ A Tue, complete, and conect 1 e best of my knowledge and belel and we
made 1 Goad (A | Nve CanAdly read e foregoung INsTucsons 10 Comphese 1 e | Laden g et & knowey and witld falve
Statement on $s foem Can be pumahed by fne of imprsonment or boh (18U S C. 1000 | undentand fut iniertonally withokdng

e gre sertng. of Ly doemetion may Nave & regatve ¢ Sect on my Lty e rance, empioymeet (rosgects. of ob AUA.
10 and Inchuding deeial of revacason of my Securty Cearance, o my removal nd detusment bom f edecl service

Sigrature Sign in ink) Date (mmiddyyyy)!
020672015

« QP Version 3.10 PRIVACY ACT INF ORMATION
« QP Inves 5gation Request # « QP Document Type CER

Figure 5.4



If you choose to opt out of the click-to-sign format, you are required to print the signature pages within
step 3 of e-QIP (Figure 5.5). Make sure the printer is set to one-sided printing. After printing, you will
need to manually sign and date each form. Your signature must be in black ink.

Return To Menu -

Logout OMEBE Mo. 2206-0005

Step 3 of 5: Signature Forms

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

“ou must provide the reguired signature form(g). The reguesting agency must receive the signed form(s) to begin processing your Investigation Request.
Print, sign, and submit the form(s) according to the instructions you have been provided by your agency. Print to only one side of each sheet of paper.
Ensure that the text on the printed copy is legible and that all pages print. The printed text may not contain gaps, extraneous lines, or other errors caused by

printer problems. Click HeIB for more information.

Click the appropriate link below to display, print, or download the signature formis}, then sign and attach to your request on the following screen, or submit

Click the appropr] the form to the office reguesting your investigation. You will be reguired to repeat these steps until all required have been

the form to the o

Signature Forms for Printing

Signature For — - . i o .
hese forms are to be utilized when the signature will be applied in a "manual” or "wet signature™ manner.

These forms are

= Signature Forms
« Signature]

Figure 5.5

Once you have signed and dated your signature pages, the following options are available for you to send
the forms:
o You may Email to faxserver.lmsecurity@lmco.com
o You may Fax your signature forms to 720-479-2750.
o Mail/Other. You can mail, or hand deliver your forms to:
LMSecurity Operations Center
100 Global Innovation Circle, MP 801
Orlando, FL 32825

e LMSecurity is committed to protecting Lockheed Martin employees’ personal information. For
additional options on transmitting personal information, visit Security Clearance Connection.



http://www.lockheedmartin.com/us/employees/security-clearance/Privacy.html

Expected Attachments

Step 4: This step allows you to create a list of any additional attachments that you expect to forward to
LMSecurity (Figures 5.6 - 5.9). Your release forms will automatically be included here if you opted

with the click-to-sign format (Figure 5.6)

Return To Menu - Logout

Step 4 of 5: Attachments Summary

Use the following methods for attachments for your investigation Request:

* Upload File: Upload to e-QIP Directly - scan and electronically upload directly to your e-QIP request (must be done before releasing the request)
* Direct Fax: Fax Attachment to e-QIP Directly - print a cover sheet and fax to the telephone number listed on the cover sheet (must be done before

releasing the request)
* Expected: Regular Fax, Mail, or Other - if not using one of the two methods above, indicate how you plan to send each attachment

Directly Attached / Expected Attachments
The following documents and/or files have been ‘with your i

[# | Name/Description (File Name) | Pages | Method | Action |
Click-To-Sign (View) =

B DSCER Certification (e-QIP_Reguest_._. . .__3_CER_Receipt.pdf)
172] DSFCR Fair Credit Reporting Disclosure and Authorization (e-QIP_Request_.__ . .____fcr_Receipt.pdf) Click-To-Sign (View)

Question

Do you have an additional document and/or file that you would like to associate with this request?

[Back] [Next ]

Figure 5.6
« Return To Menu + Logout
Step 4 of 5: Attachments Summary
53
Use the following methods for attachments for your investigation Request:
o Expected: Reguiar Fax, Mai, or Other - indicate how you pian o send each attachment
3ges Method
No records were found fo display.
Question
Do you have a document and/or fiie that you would ike to associate with this request?
T
(o |
 Version:200.19
Figure 5.7

LMSOC-0451
REV: 4/1/13



Step 4 of 5: Add Attachment Method
1]

Use any of the folowing methods to provide attachments for your investigation Request:

o Expected - Standard Fax, Mail, or Other - indicate how you plan to provide each attachment

Expecled
Specify method to be used to provide your attachment?

Back | ] Next

Version; 2.00.19

Figure 5.8

Step 4 of 5: Add Attachment

Expected - Standard Fax, Mail or Other

Adda by g the g

1. Enter "HameDescription”
2. Provide the "Number of Pages”
3. Select the "Wathod of Trassmission™

HOTE: Wike your social securly numbar and the Request D number (S778165) on the margin of sach attachment you subme.

Reguler Fax, Mak or Other

—  NameDescrpton Bankruptcy Documents
) Numder of Pages 5
—  sthod of Transmsson Faxed - Attachment wil be faxed

| Add Expected Alts:

Figure 5.9



If you are unable to provide expected attachments within step 4, there are several ways you can provide
your additional documentation to LMSecurity.
o You may Fax your attachments to 720-479-2750.
o Email your attachments to faxserver.lmsecurity@lmco.com
o Mail/Other. You can mail, or hand deliver your attachments to:
LMSecurity Operations Center
100 Global Innovation Circle, MP 801
Orlando, FL 32825

Note: LMSecurity is committed to protecting Lockheed Martin employees’ personal information.
For facts on transmitting personal information, visit the Commitment to Privacy Page.
o Include the following information on a Word document:

= Attention LMSecurity:
[ have submitted my SF86 and my Investigation Number is XXXXXX. Please add the
following to my clearance request form...

*  (Include the information you wish to add)

* Include your full name and LMPeople number if applicable



http://www.lockheedmartin.com/us/employees/security-clearance/Privacy.html

The final step is to click the "Release Request/Transmit to Agency" button (Figure 6.0, 6.1 and 6.2).

Step 5 of 5: Release Request 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 Request for g. Performing this step will electronically transmit
your investigation Request to the agency requesting your investigation, and you will no longer have onine access to & for printing, review, or directly adding

After you complete the previous step, ciick this button to reiease and transmit your investigation Request to the requesting agency.

Back I Release Request/Transmit to Agency

* Version: 2.00.19

Figure 6.0

Step 5 of 5: Release Request to Agency
0

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

Vimen you have compid Windows Internet Explorer @ L nicaly transmt

your investigation Requ or directly adding
attachments. 2 Your background investigation cannot start untd your agency receives your signed Signature Forms.
\O/ Please be sure to provide the forms to your agency.

Are you sure you want to release your Investigation Request?

Click "OK" to release your Investigation Request;

] R

After you complete the p

Version: 2.00.19

Figure 6.1

OMB No. 3206-0005

“four Investigation Reguest has been released for processing. This completes the onling portion of your submission. If you have not electronically attached

all required signature forms, submit the signature forms that you printed to the office reguesting your investigation.

For your privacy, close this window when you finigh.

Version: 2.00.19

Figure 6.2

After you have successfully certified your form and released it to your agency, you cannot change your
data or log back in the system until there is another need for you to access e-QIP. When this event occurs
and you logon again to e-QIP, most of your data will re-populate in the new request eliminating the need
to re-enter all of your data again. (Note: The SF86 was updated on August 28, 2011. If your last
submission was on or before August 28, 2011, you will need to pay close attention to the information, if
any, that carried over from your previous submission to ensure accuracy.



Most Common Rejections on the Security Clearance Process

(Outlined by Section)

Section 1: Full Name

If you have initials in your name, use them and enter “I/0” after the initials. If you have no middle name,
enter “NMN.” Helpful Hints: If middle name is an initial only, provide a comment to explain.
o Unacceptable Entry:
= John T. Smith
o Acceptable Entry:
= John Thomas Smith

Section 2: Date of Birth

Incorrectly inputting date of birth
o Make sure to double check before continuing

Section 3: Place of Birth

Incorrectly inputting place of birth
o Make sure to double check before continuing

Section 5: Other Names Used

Not providing previous names when listing married or previously married. A maiden name should
be provided, unless the last name has not changed
o If“Yes,” give other names used and the period of time you used them [ for example: your
maiden name, name(s) by a former marriage, former name(s), alias(es), or nickname(s), If the
other name is you maiden name, put “maiden” in front of it.
»  Helpful Hints: If female and married or previously married and the employees last
name has never changed, a comment in this section should be provided.

Section 9: Citizenship

U.S. citizens born abroad, not providing the required document number or comment
o If U.S. citizen born abroad (including military bases), provide Date form was completed, and
document number and place of issuance. Document form will be (FS) 240, DS 1350, FS 545, etc.
»  Helpful Hints: If born on military base outside of the U.S. a document is still required. If
you were foreign born to parent(s) who are United States citizens, the State
Department page on http://travel.state.gov/law/family issues/birth/birth 593.html
may assist you.
A U.S. citizen born outside the U.S. not providing a Citizenship Certificate or Naturalization
Certificate
o Ifforeign born provide complete Naturalization/Citizenship Certificate information or US
passport number for proof of citizenship.


http://travel.state.gov/law/family_issues/birth/birth_593.html

»  Helpful Hints: The link below may assist you in obtaining your naturalization number if
you have lost your Naturalization Certificate. It will be necessary for you to make an

appointment at your local http://infopass.uscis.gov/index.php

Section 10: Dual/Multiple Citizenship & Foreign Passport Information

If a CURRENT foreign passport is listed it will need to be invalidated.

o Possession of an active foreign passport is a non-mitigating factor and a Department of
Defense clearance will not be issued to anyone who retains this document. If you do have an
active foreign passport in your possession you will need to go to your local security officer
who will witness its invalidated.

»  Helpful Hints: If foreign passport is expired the same information is required, including
expiration date. An expired foreign passport will not need to be destroyed.

Section 11: Where You Have Lived

Not going back the required 10 years or to 18t birthday incomplete
o Goback 10 years or until 18th birthday for residential history.

= Helpful Hints:
e Unacceptable Entry:
o 03/2008 - Present (Unless going back to 18t birthday)

e Acceptable Entry:
o 03/2001 - Present

Missing complete address for residence
o Provide complete address to include, Street (Including Apt. #) APO/FPO Address, City, State
and Zip Code. If any of this information is inaccessible an explanation must be provided.
»  Helpful Hints: You may search for ZIP codes on U.S. Postal website
http://zip4.usps.com/zip4/welcome.jsp

e Unacceptable Entry:
o Don’t remember, Orlando, FL 32825

e Acceptable Entry:
o 1234 Hickory Street Apt. 321, Orlando, FL 32825

Listing more than one address for a single period of time
o Ifyou provide two residences either in the same state or out of state covering the same dates,

a comment must be provided.

»  Helpful Hints:

e Unacceptable Entry:
o 2rdEntry: 12/2000-Present FL - 1st Entry 05/2005-Present FL

e Acceptable Entry (1):
o 2ndEntry: 12/2000-06/2009 FL - 1st Entry: 06/2009 - Present FL
e Acceptable Entry (2):
o 2rdEntry: 12/2000-Present FL - 1st Entry 05/2005-Present FL.
Comment: | have a residence I stay at during the week for work and the
other I stay at during the weekends.
Incomplete information for point of contact
o For any address in the last 3 years, list a person who knew you at that address. Provide the
name of person who knows you at that address, their current address to include, Street



http://infopass.uscis.gov/index.php
http://zip4.usps.com/zip4/welcome.jsp

(Including Apt. #) APO/FPO Address, City, State and Zip Code, telephone number/alternate
contact number and Relationship. If any of this information is inaccessible an explanation or

alternative person must be provided.

»  Helpful Hints: You may search for ZIP codes on U.S. Postal website
http://zip4.usps.com/zip4 /welcome.jsp

e Unacceptable Entry:
o John Smith - Do not know, Orlando, FL. 32825 - Phone Number - Don’t
remember- Alternate Contact Number - N/A - Relationship - Friend.
e Acceptable Entry:
o John Smith - 1234 Hickory Street Apt. 321, Orlando, FL. 32825 -Phone
Number - (123) 111-1111- Alternate Contact Number - (123) 222-
2222 - Relationship - Friend.

Section 13: Employment Activities

Missing Lockheed Martin listed as the current employer **The #1 reason for rejection**

As the sponsoring agency, Lockheed Martin must be listed as your current employer, using the following
address and phone number:

Employer’s Address
Lockheed Martin

100 Global Innovation Circle, MP 801
Orlando, FL 32825
(407) 306-7311

Physical Address
In the “Physical Work Address” field enter your actual work location. If you are a new hire and unsure of
your work location, please contact your recruiter.
o Provide a complete street address and phone number. The correct employment code is

"federal contractor." Do not use a PO Box as an address.
o Ifyou have not yet started, you may use the date you signed your offer letter as your start date
(If relocating for the job, please state so in comments).
»  Helpful Hints: If you are currently unemployed you can leave that entry blank, but
make sure to end the unemployment when you begin your employment date. If you
are currently employed by another company you can leave that entry, but provide a
comment if you have two jobs listed to “Present.”
Residences that do not match up with employment locations during a specific period of time
o State of residence should coincide with same or adjoining state of physical work location. If
there was a commute, a comment must be provided.
»  Helpful Hints:
e Unacceptable Entry:
o Section 11 Residential Entry: 12/2000-06/2009 FL
o Section 13 Employment Entry: 05/2005 - 06/2009 TX
e Acceptable Entry (1):
o Section 11 Residential Entry: 12/2000-06/2009 FL
o Section 13 Employment Entry: 12/2000-06/2009 FL (AL and GA
would also be accepted because they are adjoining states)



http://zip4.usps.com/zip4/welcome.jsp

e Acceptable Entry (2):
o Section 11 Residential Entry: 12/2000-06/2009 FL
o Section 13 Employment Entry: 12/2000-06/2009 TX (Commute
explanation: I was a telecommuter/virtual employee)

Incorrect employment type
o Identifying the correct employment type and filling out requested information completely.
»  Helpful Hints: For instances where you were a student, retired, stay at home parent,
etc., ‘Unemployment’ still needs to be selected as the employment type even if you
were not collecting unemployment.
Listing unemployment and employment for the same period of time
o You cannot be employed and unemployed at the same time.
»  Helpful Hints:
e Unacceptable Entry:
o 12/2009-Present - Full Time Employment
o 05/2005-12/2010 - Unemployment
e Acceptable Entry:
o 12/2009 - Present — Full Time Employment
o 05/2005-12/2009 - Unemployment
Using self as verifier or missing verifier for unemployment or self-employment

o All unemployment must be verified by a person who knows you and can verify you were not
employed. You may use family members, good friends or peers, but cannot be self-verified or
verified by an agency.

Section 14: Selective Service Record

Missing Selective Service Number
o Ifyou are a MALE born after December 31st, 1959 provide your Selective Service Number that

you registered for.
»  Helpful Hints: You can obtain this number by calling the Selective Service System at
(847) 688-6888 or at the link below:
https://www.sss.gov/RegVer/wfVerification.aspx.

Section 15: Military History

Missing military history or incomplete information in the requested fields
o Ifyou list your military history as an entry in section 13 Employment, you must also list this
information in section 15, Military History.
»  Helpful Hints: You can obtain your Military Service Record (DD214) through this
website (request takes approximately 2 weeks):
http://www.archives.gov/veterans/military-service-records/

Section 16: People Who Know You Well

Incomplete addresses for references
o Complete Address - Provide complete street address, including house, building and/or apt
number. Do not use a PO Box as an address. Provide a different person if you are unable to
provide complete information for the person stated.


https://www.sss.gov/RegVer/wfVerification.aspx
http://www.archives.gov/veterans/military-service-records/

Not listing references to the present date

o Dates to Present - You must include at least one reference with complete contact information
to cover the last 7 years.
»  Helpful Hints: The reference listed should be an individual you have close contact with
and should be listed as present contact.

Section 17: Marital Status

Missing proof of citizenship
o You must provide proof of citizenship for foreign born for your spouse or cohabitant. If a
permanent resident, provide Alien Registration Number or Visa information.
Other names used
o Other Names Used - A - provide spouse's name from (Birth Date to Married Date/Name
Change) in 'Other names used' field. Check the "Maiden Name" option to show maiden name.
o Other Names Used - C - Provide Cohabitant’s name from (Birth Date to Name Change) in
'Other names used' field. Check the "Maiden Name" option to show maiden name.
Social security number for spouse and cohabitant
o Provide social security number for your spouse and/or cohabitant.

Section 18: Relatives

Missing entries for parents, in-laws, and proof of citizenship for relatives

o Add Relatives - Parents - You must include your mother and father in your relatives and
associates, even if estranged or deceased. Provide citizenship information if your parents are
foreign born and living in the United States.

» Helpful Hints: Enter "unknown" if you do not know the required information for a
particular field.

o Add Relatives - In-laws - You must include your mother-in-law and father-in-law, even if
deceased. Provide citizenship information if in-laws are foreign born and living in the United
States.

»  Helpful Hints: Enter "unknown" if you do not know the required information for a
particular field.

o Proof of Citizenship - You must provide proof of citizenship for foreign born family members,

including mother-in- law and father-in- law. If a permanent resident, provide Alien
Registration Number or Visa information.

Section 20: Foreign Activity

Entries that need to be listed in section 11, when foreign travel is over 90 days
o Ifliving in a foreign country for 90 days or more, you must include an entry in section 11 for
your place of residence.
»  Helpful Hint: If you took multiple trips to that country during the time frame specified,
check the "many short trips" option.



Section 23: Illegal Use of Drugs or Drug Activity

Not providing the number of times an illegal drug was used

o Provide an actual number of times used. If unsure of the exact number, then provide a close
estimate.

Section 26: Financial Record

Missing complete information- amount owed
o Provide an actual dollar amount (or an estimate) in the field named "Amount." Even if the
owed amount is/was physical property it is considered monetary property and is still
required.

»  Helpful Hints: “Amount” is not limited to physical property; it is required to list any

amount regarding the debt entry.
Date debt was satisfied
o Required information includes: A date this debt was satisfied.
»  Helpful Hints: If this debt has not yet been satisfied, then state “pending” in the
corresponding Status of Action or Debt field.
Name and address of company owed
o Provide either a complete address for the company, address for the court, or address for the
agency handling case.

»  Helpful Hints: If the information is unavailable you may use a search engine to locate
address. If you are unable to provide an address, provide an explanation as to why you
were unable to provide the required information.

o Provide either the name of the company, the name of the court, or the name of the agency
handling the case.
Provide information for each separate debt
o You must provide separate, complete entries for each debt as it applies to any of the questions.
Selected no, but provided a comment
o Ifany comment is provided throughout the form regarding financial obligations, including
those for which you are a cosigner or guarantor you must provide an entry(s).

»  Helpful Hints: If you are unsure about your debt, it is suggested you pull your free
annual credit report and confirm that what you've listed on your form is accurate. You
can find more information about a free credit report at:
http://www.ftc.gov/bcp/edu/pubs/consumer/credit/cre34.shtm

Section 28: Involvement in Non-Criminal Court Actions

Missing result of action in any civil court actions.
o Ifyou have been involved in any civil court actions, you must provide the result of the court
action listed in your entry as well as providing complete information on the action.


http://www.ftc.gov/bcp/edu/pubs/consumer/credit/cre34.shtm
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Frequently Asked Questions

Security Clearance Form (SF86) Questions

What should I do if I don’t have any other names used?

What do I put in the passport section if  am having my US Passport renewed and the
Government currently has it?

Can I be a dual citizen and obtain a clearance?

Who should I put to verify residence history if I didn’t know anyone?

What should be listed for Lockheed Martin under employment type?

What information should I put for a previous employer that is no longer in business?

If I put my current job on the SF86 will they contact them before I put in my two week’s notice?
Why do I need to list Lockheed Martin as my current employer if I haven’t started with the
company vet?

Why do I need to use 100 Global Innovation Circle, Orlando, FL. 32825 as my employer’s
address if I don’t work at that location?

When should I use the Additional Periods of Activity option?

Is part-time employment considered unemployment?

Why was I rejected because my work/residence was in different states?

Do I need to list time as unemployment if I wasn’t receiving unemployvment benefits?
What should 1 list for employment if [ was a student?

What is a Selective Service Number and where can I find out if I have one?

What do I put if I never registered for a Selective Service Number?

What if I don’t have a complete phone number and/or address for my references?

Can I list relatives under Section 16, People Who Know You Well?

What information do I need to have regarding my divorce court?

What should I put if I do not have any information regarding my ex-spouse?

What should I do if I don’t have information on my in-laws or relatives?

Do my foreign family members go under foreign contacts or relatives?

Do I need to list foreign business travel taken on behalf of Lockheed Martin?

What should I do if I have one entry that applies to multiple letters in the financial and /or

criminal section?

Do I need to list each account individually that was included in a bankruptcy?
What was the date of my last investigation for Section 25?

What information is required in Section 26 (Financial Record) on the SF86?
Why isn’t the United States listed in the drop down selections?

e-QIP Related Questions

o O oo oL

Where is the direct link to e-QIP located?

Why can’tIlog into e-QIP when I am providing my last name, city of birth and year of birth for
the Golden Questions (e-QIP account creation)?

What is my Registration Code and how can I get one?

What happens if I do not remember my e-QIP Username?

Will I lose any of my data if I have previously logged in using my Golden Questions, but now
creating and logging in with a Username and Password?

Why am I unable to go back to previous sections in the e-QIP and make corrections when I

have not submitted it yet?
Can I access the e-QIP site if I am overseas?




Q:
Q:

Why am I getting a page cannot be displayed error when trying to access e-QIP?
What is the difference between a warning and an error?

Submitting the Security Clearance Form (SF86) Questions

CL LCRLRRLLL LLL

How do I submit my SF86 after I have completed entering my data?

How do I have my SF86 released back to me if I forgot to put information in it?

What is my password when utilizing the “Click-to-Sign” option for submitting my release forms
in e-QIP?

Can I email my releases (signature forms) to the LMSecurity Operations Center?

Why was my SF86 rejected?

Do I need to wait to submit my application until after I have faxed my signature pages?

Do I need to attach the release (signature) forms in Step 4 (attachments)?

How can I receive my signature forms if I cannot log back into e-QIP?

How do I know if you have received my SF86, including Signature Pages?

When I emailed /faxed my releases (signature forms) to LMSecurity why they were rejected for
Poor Print Quality?

Why am I receiving an email stating that my SF86 has not been received?

My SF86 was sent back for corrections on certain sections, but when I validated the form it
gave me a lot of errors. Why do I have to complete all of the sections again?

Miscellaneous Questions

CRLRL L

Where can I get a copy of a previous SF86 that I submitted?
Why do I have to complete another SF86 when I just completed one for myv Annual Clearance

Rejustification (ACR)?
Do I need to complete an SF86 if I have completed one in the past two vears?

Can LMSecurity grant extensions for completing the SF86?

Does having a foreign passport automatically disqualify me from having a clearance?

How do I have my foreign passport invalidated or destroyed?

I have submitted a previous SF86 form in the past but now the questions are different. Why did
the questions change?

Security Clearance Form (SF86) Answers

Q:

Q:

What should I do if I don’t have any other names used?

A: Ifyou are male or single female (never married), select the “Not Applicable” box. However if you
are a female who is married, divorced, annulled and/or widowed provide a comment explaining
that you have never used any other names.

What do I put in the passport section if I am having my US Passport renewed and the

Government currently has it?

A: We always recommend that you keep copies of your information, but if you do not have the
documentation available and you have no way of obtaining it, we suggest that you provide an
explanation within the Additional Comments box.

Can I be a dual citizen and obtain a clearance?

A: Yes you can hold dual citizenship; however you cannot obtain a foreign passport. If you do hold a
foreign passport it will need to be invalidated in view of a Lockheed Martin official. Expired
passports do not need to be destroyed.



: Who should I put to verify residence history if I didn’t know anyone?

A: You only require a verifier for the last 3 years of residence history. You may use your leasing
agent, hotel manager, close friend, or co-worker as long as they are not related to you (it does not
have to be a neighbor). If you still do not have anyone that can verify your information, you may
use a relative. Please Note: Relatives should only be used as a last resort. If you decide to use a
relative as a verifier, you will need to provide an explanation as to why you were unable to
provide a different verifier.

: What should be listed for Lockheed Martin under employment type?

A: Lockheed Martin should be listed under “Federal Contractor” for employment type.

: What information should I put for a previous employer that is no longer in business?

A: Ifyour previous employer is no longer in business, provide their last known address and in the
comment section state they are no longer in business.

: IfI put my current job on the SF86 will they contact them before I put in my two week’s notice?

A: Contacting a current or past employer will be a decision made by the adjudicator, but providing a
comment (with a detailed explanation) requesting no contact be made will allow that adjudicator
to decide if he/she needs to contact them.

: Why do I need to list Lockheed Martin as my current employer if I haven’t started with the

company yet?

A: Lockheed Martin must be listed as your most current employer because the government requires
the federal contractor that is sponsoring your security clearance request to be listed on your form
as your current employer.

A: The following address and phone number must be used under the “Provide the address of
employer” and “Employer phone number” fields: 100 Global Innovation Circle, MP 801
Orlando, FL 32825; Phone: 407-306-7311. In the “Physical Work Address” field enter your
actual work location. If you are a new hire and unsure of your work location, please contact your
recruiter.

: Why do I need to use 100 Global Innovation Circle, MP 801, Orlando, FL 32825 as my

employer’s address if I don’t work at that location?

A: The Office of Personnel Management (OPM) has changed their requirements regarding what
address is needed as the address of employer. The address required is the address where the
clearance and employment records needed for your clearance process are located. This change
will decrease the government investigation time, improving the overall cycle time of the process.
The “Physical work address” field should be used if you are able to provide the address of where
you are/will be physically located. If you are a new hire and unsure of your work location, please
contact your recruiter.

: When should I use the Additional Periods of Activity option?

A: You should only use the Additional Periods of Activity option when you have worked for the same
employer on separate occasions at the same location (for example, if you worked at Lockheed
Martin in Orlando, FL during 3 separate periods of time (1/04-1/06,1/07-1/08 and then 1/10-
Present), you would enter the most recent period of employment as your main entry, and provide
dates, position titles, and supervisors for the two previous periods of employment as additional
periods of activity)

: Is part-time employment considered unemployment?

A: Part time employment is not considered unemployment. If you have part time employment, list
that employer in an entry and select the “Part Time” employment box.

: Why was I rejected because my work and residence were in different states?

A: The government considers a reasonable commuting distance within the same state or adjoining
states. However, if you telecommute or travel provide an explanation in the comment section.

: DoIneed to list time as unemployment if I wasn’t receiving unemployment benefits?

A: You should list any period of time that you were not employed as unemployment, including
school, retirement, travel, etc.

: What should I list for employment if I was a student?

A: Ifyou were not working while in school, you should list that period of time as unemployment.



: What is a Selective Service Number and where can I find out if I have one?

A: Selective Service Registration is a way our government keeps a list of names of men from which to
draw in case of a national emergency requiring rapid expansion of our Armed Forces. By
registering all young men, the Selective Service ensures that a future draft will be fair and
equitable.

This information is only required for males born after 12/31/1959. You can register or verify
previous registration by calling the Selective Service System at (847) 688-6888 or at the link
below: https://www.sss.gov/Default.htm

: What do I putifl never registered for a Selective Service Number?

A: Men 18 through 25 years old may still register with Selective Service up until their 26t birthday
by calling the Selective Service System at (847) 688-6888 or at the link below:
https://www.sss.gov/Default.htm.

A: Men 26 and older will need to provide a legal explanation as to why you never registered.

: WhatifI don’t have a complete phone number and/or address for my references?

A: You should provide references with which you maintain current contact; however if this is not
possible, you can include a comment stating why you cannot obtain that information.

: CanIlistrelatives under Section 16, People Who Know You Well?

A: Whenever possible, you should list references other than your spouse, or any other relatives;
however if there are no other individuals you can list, a comment should be included with your
entries stating why you were not able to list someone else.

: What information do I need to have regarding my divorce court?

A: You will need to provide your former spouse’s full name, place and date of birth, country(ies) of
citizenship, date and place you were married, date you were divorced and location the record is
held.

: What should I put if I do not have any information regarding my ex-spouse?

A: Ifyou do not have any contact with your ex-spouse and are unable to obtain any information,
provide an explanation in the comment section.

: What should I do if I don’t have information on my In-Laws or relatives?

A: We recommend that you make an attempt to obtain the required information either directly from
the relatives listed or from a third-party source. However, if you are unable to obtain this
information, you are still required to provide an entry for your relative. You will need to explain in
additional comments why you were unable to provide the required information.

: Do my foreign family members go under foreign contacts or relatives?

A: Only immediate family members should be listed under section 18 Relatives. Immediate family
includes your parents (including step-), siblings (including step- and half-), children (including
step-, adopted or foster), father-in-law and mother-in-law and guardian(s). All other foreign
relatives should be listed under section 19 Foreign Contacts.

: Dolneed to list foreign business travel taken on behalf of Lockheed Martin?

A: Yes. But you do not need to provide an entry if your foreign travel was strictly on behalf of
Lockheed Martin in support of a government contract or for government business. However, if
while you were on LM business/government travel, you decided to take some time for personal
travel, you will need to include this information under your foreign travel section.

: What should I do if I have one entry that applies to multiple letters in the financial /criminal

section?

A: The e-QIP system requires that you provide at least one entry for every “yes” answer. Therefore,
you must enter all applicable information even if multiple questions have the same answers.

: DoIneed to list each account individually that was included in a bankruptcy?

A: Yes, you will have to make a separate entry for all delinquent accounts including those included in
a bankruptcy.
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Q:

Q:

Q:

What was the date of my last investigation for Section 25?

A: Ifyour last investigation was processed thru LMSecurity, you will need to contact LMSecurity toll
free at 866-330-7311 or 407-306-7311 Monday - Friday 7:30 am to 6:30 pm EST. If your previous
investigation was processed thru a different agency, you will need to contact them directly to
obtain that information.

What information is required in Section 26 (Financial Record) of the SF86?

A: Required information is determined by the question you answer “yes” to. Please refer to each

section to determine what information will be required.

Why isn’t the United States listed in the drop down selections?
A: You will not see the United States listed as an option in the drop down selection when one of the
following occurs:
e You have already included the city and state (and the instructions state that the country is not
needed if you provide a US city and state)
e The question is only asking for information pertaining to a country other than the United
States

e-QIP Related Answers

Q:

Where is the direct link to e-QIP located?

A: You can access the e-QIP website via www.opm.gov/e-QIP/. We recommend that you bookmark
this page or save it as a favorite in case you need to access it at a later date.

Why can’tIlog into e-QIP when I am providing my last name, city of birth and year of birth for

the Golden Questions (e-QIP account creation)?

A: You will need to type unknown for city of birth.

What is my Registration Code and how can I get one?

A: The Registration Code is your Personal Identification Number (PIN) which is required in order to

generate an e-QIP account. If you have been initiated to complete the e-QIP and need your PIN resent

to you, you may email clearances.lmsecurity@Ilmco.com.

What happens if I do not remember my e-QIP Username?

A: You will need to contact the DoD Security Services Center to reset your Username. Toll free at
888-282-7682 Monday - Friday from 6:00 am to 8:00 pm EST. The Call Center is closed on
weekends and all federal holidays.

Will I lose any of my data if I have previously logged in using my Golden Questions, but now

creating and logging in with a Username and Password?

A: You will not lose any of your previously entered data.

Why am I unable to go back to previous sections in the SF86 and make corrections when I have

not submitted it yet?

A: Depending on where you are on the form, you may or may not be able to go back to previous
sections. While you are filling out the sections, the e-QIP system allows you to navigate back and
forth throughout the form by using the navigation drop down menu. However, once you have
certified all of the information is complete and accurate on your form, you will no longer be able
to go back thru the sections and make changes.

Why am I getting a page cannot be displayed error when trying to access e-QIP?

A: You may want to check your internet settings. Please click here for instructions on internet
settings.

What is the difference between a warning and an error?
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A: The difference between a warning and an error is that warnings are items that the government
could potentially reject your e-QIP for, but the form will allow you to submit as long as you
provide an explanation as to why you were unable to provide the requested information. Any
errors that are found must be corrected otherwise the form will not let you continue, these errors
are items that the government has identified as high priority.

Q: CanlI access the e-QIP site if | am overseas?
A: Yes. The e-QIP site is accessible from any computer as long as there is an internet connection.

Submitting the Security Clearance Form (SF86) Answers

Q: How do I submit my SF86 after I have completed entering my data?

A: For steps on releasing your form for processing, click here.

Q: How do I have my SF86 released back to me if I forgot to put information in it?

A: You will need to contact LMSecurity toll free at 866-330-7311 or 407-306-7311 Monday - Friday
7:30 am to 6:30 pm EST and request your form be sent back to you for corrections.

Q: What is my password when utilizing the “Click-to-Sign” option for submitting my release
forms in e-QIP?

A: The password for click-to-sign will be the same one that you created for your e-QIP account login.

Q: Can I email my releases (signature forms) to the LMSecurity Operations Center?

A: We recommend that you utilize the electronic click-to-sign format within step 3 of your e-QIP
application. This option will attach your release forms directly to your e-QIP application. If that is
not convenient for you, you can email your releases (signature forms) to
faxserver.Imsecurity@lmco.com or fax them to LMSecurity at 720-479-2750. You also have the
option to mail, or hand deliver your forms to: LMSecurity Operations Center, 100 Global
Innovation Circle, MP 801 Orlando, FL. 32825 Note: LMSecurity is committed to protecting
Lockheed Martin employees’ personal information. For additional options on transmitting
personal information, visit Security Clearance Connection.

Q: Why was my SF86 rejected?

A: Specific reason(s) as to why your SF86 was rejected and what information is being requested
would be provided via an email from LMSecurity.

e Before submitting your application to the government our team reviews your form to make
sure there are no corrections or clarifications that need to be made. When we find missing
information or data that needs clarification we will send it back to you so that you can make
corrections before sending it off to the government. At that time you will need to locate the
section that needs correcting, make the changes or add information, recheck the yes/no
questions and reprint/fax the signature forms.

o Ifthe government request additional information or clarification they will send notification to
LMSecurity and we will forward that onto you with the corrections that need to be made. At
that time, you will need to locate the section that needs correcting, make the changes or add
information, recheck the yes/no questions and reprint/fax the signature forms.

e Rarely the government rejects a file in error. If you receive an email stating your file was
rejected in error, no changes are required, but you will need to recheck the yes/no questions
and reprint/fax the signature forms.

o Note: LMSecurity is committed to protecting Lockheed Martin employees’ personal
information. For additional options on transmitting personal information, visit Security
Clearance Connection.

Q: Do Ineed to wait to submit my application until after I have faxed my signature pages if I opted
out of Click-to-Sign?

A: Aslong as you have printed or saved your signature forms to your computer you can
release/submit your SF86.

Q: Do Ineed to attach the release (signature) forms in Step 4 (attachments)?
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A: No, this will occur automatically when utilizing the click-to-sign option.
Q: How can I receive my signature forms if I cannot log back into e-QIP?

A: You should first attempt to retrieve them via the Lockheed Martin internal EDSS website. If you
are not a current LM employee or you verify they are not available via the EDSS website, you will
need to contact LMSecurity toll free at 866-330-7311 or 407-306-7311 Monday - Friday 7:30 am
to 6:30 pm EST and request we email you a copy of your forms.

Q: How do I know if you have received my SF86, including Signature Pages?

A: Your SF86 form is submitted online via the e-QIP site. LMSecurity will not have access to review
your form or ability to confirm whether it was submitted until 24 hours after you have released
your form to us. If you need confirmation before then, we would recommend that you attempt to
log back in to the e-QIP site. If you still see the Golden Questions you created, your form has not
been released and you will need to log in and release your form to us. If you see that your Golden
Questions have changed to something other than the questions you created, this indicates that you
have released your form.

A: Your signature pages are available in an electronic click-to-sign format and will automatically
attach within step 4 of the e-QIP application. You will be prompted to click-to-sign each release
form.

If you wish to opt out of the digital click-to-sign format, the following options are available to you

for submitting your signature pages:

o Email a digital copy of the requested documents to: faxserver.Imsecurity@Imco.com

o Fax without a cover sheet to LMSecurity at (720) 479-2750

o Mail the requested documentation overnight to: Lockheed Martin Corporation Attn:
LMSecurity
100 Global Innovation Circle, MP801 Orlando, FL 32825

Q: Why do I have to submit new signature forms? What is wrong with the old ones?

A: You may need to submit new signature forms due to one of the following reasons:

o Ifyour application has been rejected back to you for corrections, the investigation number will
change on the new form you will be submitting. The signature forms you previously submitted
also contain an investigation number. Since the government requires that the investigation
number on your application matches the investigation number on your signature forms, the
forms you previously submitted would no longer be valid and you are required to submit the
updated set.

e Ifyou opted out of the click-to-sign format and manually signed the signature forms, they
could have been deemed to be of poor print quality or invalid. You are required to submit a
new set. Some of the most common examples of poor print quality are
(1) Black or white lines running through the form
(2) Blurry or illegible
(3) Missing signature or signature too light

Q: Why am I receiving an email stating that my SF86 has not been received?

A: There are several reasons as to why you are receiving an email stating your SF86 has not been
received:

e It can take 24-48 hours for our system to update reflecting a completed status for the
required SF86 form. Once that occurs, the emails will no longer be sent. Depending on when
you submit your application, another email can be sent out before our database is updated.

e A common mistake when completing the form on e-QIP is not going to the final step and
selecting the “Release Request/Transmit to Agency” button. You will simply need to log back
in and go to the final step making sure that you select the “Release Request/Transmit to
Agency” button.

Q: My SF86 was sent back for corrections on certain sections but when I validated the form it gave
me a lot of errors. Why do I have to complete all of the sections again?
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A: The e-QIP system requires that you provide your most up to date information. Since the system
does not recognize the last time that you submitted your SF86 form, it requires that you re-check
the yes/no questions every time your form is sent back to you for corrections to confirm you are
providing the most up to date information.

Answers to Miscellaneous Questions

Q: Where can I get a copy of a previous SF86 that I submitted?

A: LMSecurity Operations Center only stores previous security clearance applications for current
employees who have submitted a previous form to our Security Operations Center starting in
2006 and have confirmed they want a copy of their SF86 form stored within our systems. If you
submitted a previous Security Clearance Application to a different company or to LM prior to
2006 we will not have your information stored.

A: Ifyouare a current LM employee and submitted a clearance application to LMSecurity Operations
Center after 2006, you may be able to obtain a copy via the EDSS website found on LMPeople. Use
the following navigation: Security, Safety, and Travel>General Security
Information>Employee Security Information>Request a Copy of Your Clearance Paperwork

Q: Why do I have to complete another SF86 when I just completed one for my Annual Clearance

Review (ACR)?

A: Certain contracts require that you update your SF86 form on an annual basis in order to maintain
JAFAN compliance. These forms are reviewed by your CPSO and are not submitted for
government review.

A: Every 5 (Top Secret) or 10 (Secret) years you are required to update your SF86 form for
reinvestigation by the government. During the year when your reinvestigation is due you will be
required to update your form twice within the same year unless both the ACR requirement and
the PR requirement are due at the same time.

Q: Do lIneed to complete an SF86 if | have completed one in the past two years?

A: Unless the SF86 form is required to maintain JAFAN compliance, you do not have to complete a
new form if the previous SF86 was submitted to the government, an investigation was conducted,
and adjudication was made for an equal or higher clearance level than the one you are currently
submitting.

A: You will need to submit an updated SF86 if the one previously submitted was solely completed to
satisfy a customer requirement and there was not an investigation conducted or the previous
investigation was adjudicated for a lower level clearance.

A: Ifyou are unsure of any of the above, you will need to contact the agency that sponsored your
previous submission to obtain the background investigation date, granting agency, and level of
clearance granted.

Q: Can LMSecurity grant extensions for completing the SF86?

A: Extensions can be granted on a case-by-case basis. However, if the system timelines have already
been started, a new request may be needed from your local Facility Security Officer (FSO).

Q: Does having a foreign passport automatically disqualify me from having a clearance?

A: (Per DSS website as of 11/20/09) Yes. DISCO will not grant or continue a personnel clearance if
the clearance applicant or cleared individual possesses a current foreign passport. In instances
where the foreign passport is the sole potential disqualifying factor in the personnel clearance
adjudication, DISCO will send a Joint Personnel Adjudication System (JPAS) message to the Facility
Security Officer (FSO) stating that if DISCO receives reliable documentary evidence that the
foreign passport has been destroyed, invalidated, or surrendered, DISCO will grant or continue the
clearance.

Q: How do I have my foreign passport invalidated or destroyed?



A: You may take your passport to your local FSO/Security office who may witness the destruction of
your foreign passport. You may shred or use a hole punch to destroy the passport. The local
security office can sign a form stating they have witnessed the destruction of the document.

A: The passport holder may surrender the foreign passport to the FSO for safekeeping, but the FSO is
not required to perform this service. If the FSO does accept the surrendered passport and the FSO
subsequently returns the passport to the cleared individual while the passport is current, the FSO
must submit an incident report in JPAS with details concerning the return of the passport.

Q: Ihave submitted an SF86 form in the past but now the questions are different. Why did the
questions change?
A: As of August 2011, the government released a new SF86 form. Anyone who is required to submit
an SF86 form will be completing the newly updated SF86 form.



