DRAFT E-QIP Procedures 

These procedures will be used for employees assigned into non-sensitive positions requiring a National Agency Check and Inquiries (NACI).  NACI and PIV procedures will be completed on all employees placed in a Low Risk, Non-sensitive position for more than an aggregate of 180 days in either a single continuous appointment or a series of appointments. The processes are summarized below: 
Human Resources Specialist 

After a job offer has been made, the Human Resources Specialist (HRS) will forward with the checklist the following documents to the NACI unit:

· Copy of the EOD letter 
· Copy of the selectee application
· Copy OF-306 (signed on Line 17A) checklist attached 
Location/Headquarters/MSB (representative responsible for conducting new employee orientation) 

Following current orientation procedures location/state office forwards the EOD package to the Human Resources Division (HRD) Operations Branch, in accordance with existing EOD and routing procedures for the unit. 
The location will forward the Investigation Package containing the following to the NACI unit contact.
· PIV and source documents
· Copy of OF-306 with line 17b signed 
· SF-87 fingerprint cards
· Signed certification pages 5&6 from SF-85

NACI Unit

Upon receipt of the EOD letter package (from HRS) the NACI unit will:

· Initiate the employee in E-QIP with information received from HRS and create a case file. 

· Send the selectee via mail and/or email notification inviting them to access E-QIP and enter requested information (Before EOD of employee) 
· Employee will complete the E-QIP information in the automated database.  After employee receives validation employee releases the document to be reviewed by the agency NACI unit.  

· Any missing information or errors the form will reject back to the selectee (If necessary) and the selectee will update and re-release. 

· Upon receipt of Investigation Package from the location/state office the NACI unit will  match documents received from HRS (OF-306 and application) 
· Once the form is ready to be released the 2 certification pages, OF-306, resume and/or OF-612 is scanned into E-QIP to match up to their SF-85 form.
· For Budget purposes the AUB (top portion of the SF-85 see below) page is printed in duplicate and stamped with the vendor code information and forwarded to the budget contact persons, and the case file
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Note:  Researching possible ways to obtain a central listing of accounting codes location/state office to be used for background investigations.

· Investigation is sent to OPM for approval
· Original Signature page along with SF-87 fingerprint page (if not done thru the automated electronic fingerprint system) is mailed to OPM via certified mail.  PIV form is maintained in the case file until advanced NACI is received 

PIV Advance NACI procedures 

 Upon receipt of the NACI report from OPM (Should arrive within 7-10 days):

· Match PIV with report for adjudication review.
· Adjudication review is completed if no derogatory information is found, form is notated, signed and dated on Part C 

· If derogatory information is found form is forwarded to Personnel Security Specialist for approval or denial

· PIV is returned to the location/state office for completion of Parts D&E 

Completed NACI Procedures

Upon receipt of completed package from OPM

· Case is reviewed for pertinent information (convictions, police records etc.) and adjudication procedures are followed. 

SAMPLE ATTACHMENT B
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HRD Operations Specialist: _________________

Operations Branch: ESB     WSB    SSB    MSB

Selectee Location/Area: ____________  

Selectee EOD Date ________________________  
Accounting Code Charged ________________

Nature of Action/ Code ___________________
To Security Unit _____________ (Date)

E-QIP ROUTING SLIP

Items needed for this E-QIP application noted below:

To be completed by Operations

	Selectee Name (Last, First, Middle, Suffix  (Jr. Sr, I, II, etc. 
	

	Date of Birth (Month, Day, Year
	

	Place of Birth (City, County, State, Country
	

	Active Email Address (If selectee indicates no email address provide mailing address 
	


Additional Comments:
