INSTRUCTIONS FOR COMPLETING 

Standard Form 86 (SF-86)

(Off-island Hires)

The SF-86 may be the most important document in the pre-employment processing package.  The information you provide will determine whether you will be granted a security clearance that is required for your employment with your Navy employer in Hawaii.  

You may complete the SF-86 in one of two ways:

[image: image1.wmf]OPTION #1:  Complete the attached Standard Form (SF) 86.  See the Important Tips and Most Frequently Missed Questions section on page 3 of this instruction sheet.  Sign the form using black ink and return to the following address:   

Human Resources Service Center Pacific

Attention:  ________________________

178 Main Street, Bldg 499

Honolulu, HI  96868

Please mail to the above address no later than 7 working days from date of cover letter.
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1. OPTION #2:  Complete the EPSQ/SF-86 at home on your computer by using the instructions below.  If you choose this option, follow the instructions below.

To access EPSQ on the website:  


TO INSTALL:


1.  Go to:  http//www.dss.mil

2. Select EPSQ

3. In gray box, select DOWNLOAD EPSQ, Version 2.2 (Current Version)

4. Under Downloading, click on the icon to Download EPSQ 2.2 (for Windows)

5. Read WARNING page and press bar to acknowledge the above statement and continue.

6. EPSQ REQUEST PAGE:  complete information and submit.

7. Select the WINDOWS program you are running on your computer at home.

8. Select (2) Download a “new” installation of EPSQ.

9. Select Subject Edition

10. Follow the instructions to install the program.

TO USE EPSQ:


1.  Select “Create”, then “User Form”

2. Select “Request for Security clearance (SF86)

3. Select “National Agency Check (NAC or NACLC)

4. Read the CREATE SECURITY CLEARANCE FORM – (SF86) page very carefully.   The information provided by you will determine whether you will be granted a security clearance.
5. Press Enter.
6. User Login:  Enter your social security number and password “HRO” .  Verify your “HRO” password and select OK.
7. Select Number 1, click NEXT.
8. Verify your social security number.
9. Begin completing the form.
10.   When complete, click VALIDATE at the top of the screen to begin the Validation process.  Your errors, if any, will be identified.  If you have errors, follow the instructions below:  

- Print the list of errors for easy reference as you go through the Validation process.

- Click MODIFY at the top of the screen, then go into the modules identified with NV (not validated) and make the corrections.

- After all corrections are made, click VALIDATE and repeat this process.  (Note:  The program may not allow you to validate more than twice.  If so, you must log out and log back in.) Validate your entries until you have zero or as close to zero as possible.

11.  Save what you have completed by clicking EXIT EPSQ until you reach the first page with the DSS logo.  

12.   Select Communications from the toolbar, then select Prepare File to Give to Security Officer.

13.   Create a File Name by naming your document, no more than 8 characters, preferably your last name and first initial (e.g., HALLC.zdb); select the drive to save document and select OK.

14.  Print document by going to DSS logo screen.  Click REPORTS, then select “User Form” then SEND TO PRINTER.  Sign printed form using black ink and mail to:
Human Resources Service Center Pacific

Attention:  ________________________

178 Main Street, Bldg 499

Honolulu, HI  96868

IMPORTANT TIPS 

 &  

MOST FREQUENTLY MISSED QUESTIONS
The following tips are provided to help you complete the SF-86.  Delays in processing your form for an investigation and security clearance will occur if you do not fully complete the SF86/EPSQ form as required, and it will be returned to our office for correction.

1. Be truthful.  False information and willful omission of information may be viewed unfavorably when making an employment and/or security clearance determination.

2.  Read each question carefully and answer each question completely.  The information requested on the SF-86 is what the Office of Personnel Management requires.  EPSQ is an electronic means of documenting the information but may not ask for the exact same information. 

3.   Most frequently missed questions:

a. Module #1:  PERSONAL INFORMATION.  The City/State & County refers to your birthplace.
b. Module # 3:  “Dual Citizenship”.  If you answer “yes”, you must provide answers in the REMARKS section to questions from a Department of the Navy Central Adjudication Facility.  (see attached).  

c. Modules #4 & #6:  WHERE YOU HAVE LIVED and YOUR EMPLOYMENT HISTORY.  You must provide 7 years of information; however, EPSQ allows you to provide only 5 years of information.  In this case, you must enter the additional years of information in “REMARKS”.    This also applies to concurrent employment.  

d.   Any question answered “yes” requires that you provide a full explanation in “REMARKS”.  Providing complete information will help to facilitate the adjudication of your case.

e. If you have been selected for a position that requires a college degree (e.g., engineer), please provide a copy of your degree when you report for pre-processing.

f.  Module #7:  PEOPLE WHO KNOW YOU WELL.  At least one of your references should go back 7 years.

g. Module #9:  YOUR RELATIVES AND ASSOCIATES.  You must provide an answer for each relative and associate.  Entries for Mother & Father are mandatory, even if unknown.  Also, list siblings, children and other adults currently living with you”, if applicable.  If your relatives or associates are naturalized or have citizenship certification or alien registration, that information is also required in this module.    
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