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. You are required to answer a series of “Golden Questions” after you have created your
account:
o You must type unknown if asked “In what city were you born?"

All responses must be in lower case.
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 fo 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. Prepvare Your eOIP 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

Validat.e RS- fo 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) j

Step 3. Accessing Your e-OIP and Initial Login Instructions J

Access e-QIP e Go to “Accessing the e-QIP homepage”
Home Page o Orclick 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



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/

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
Thee—— o Review Statement of Understanding

Step 4. Filling Out vour 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

[ ]
[ ]
[ ]
\.
Last 5 Steps for ﬁ Validate your data \
2.
3.

Submission

Certify your data
Release your Form

— Review Instructions for Archival Copy, Signature Pages,
T 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. ldentify Expected Attachments

Q Release Reanest/Transmit to Agencv /

Step 5. Submitting vour Signature Pages and Expected Attachments J

Signature e Sign and date your Signature pages
Pages — EMAIL completed forms to LMSecurity Operations Center at
faxserver.Imsecurity@lmco.com, or

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

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

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



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

» 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.

SF86 Required Information by Sections (Checklist)

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

Sections 1-8

Section 9 Citizenship

Documentation if not U.S. Citizen by birth

Section 10 Multiple Citizenships, if applicable

Foreign Passport information

OO00OO0OO0O00000000o0

Residence History

Section 11 O 10years

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

O Education History

Section 12 O 10years

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

O Employment History
Section 13 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.

Selective Service Record (if male born after December 31, 1959).

Section 14 To verify selective service registration, contact the Selective Service System at
http://www.sss.gov/, or at 1-847-688-6888.
Military History
Section 15 O Ever
O Service number, dates of service, branch, etc.
O Court Martial information for the last 7 years (if applicable)
Three people who know you well
Section 16 O 7years
O Complete name, physical address, and phone number
Marital Status
O Current Spouse
Section 17 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
Relatives (Living or Deceased)
O Full name, DOB, POB, other names used, citizenship info (if foreign
Section 18 born), country of citizenship, complete and physical address, current
employer (if known)
Foreign Contacts
O 7years
Section 19 O Name of Foreign Contact
O Dates Known
O Citizenship
O Number of Contacts Per Year
Foreign Activities
Section 20 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
Mental and Emotional Health
Section 21 O Either 7 years or Ever depending on the question
O Counseling
Police Record
Section 22 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
Illegal Use of Drugs or Drug Activity
Section 23 O Either 7 years or Ever depending on the question

Use of Alcohol



http://www.sss.gov/

Section 24 O Either 7 years or Ever depending on the question

O Investigations and Clearance History

Section 25 O Ever
O Financial Record
Section 26 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

O Use of Information Technology Systems

Section 27 O 7 years
O Involvementin Non-Criminal Court Actions
Section 28 O 10years

O Public Record Civil Court Actions

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

Section 29

oono

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 - [Rroipwmoomooviedel

Fle Edt  View Favorites [RESEE Help
e Select Tools (top of Internet Explorer Tool Bar) |22 S "

e Select Internet Options (Figure 1.1)

e-QIP Gateway

for igations P (e-QIP)

is is your first stop in the process of completing your security

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

& Enter e-QIP
Applicant Site

Please note: Applicants can only access the e-QIP system if ey have been invited to do S0 by an
appropriate official at their sponsoring agency. indiiduals cannot pre-apply for a security ciearance.
nor updats their security questionniaire unless granted access by an appropriate agency official



http://www.adobe.com/

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

e Select General Tab (top left)

e Within the Browsing history section click Delete (Figure 1.3)

e (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.)

Internet Options @(Zx

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

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

[[] Enable native XMLHTTP support
[ Phishing Fiter
@ Disable Phishing Filter
O Turn off automatic website checking
O Turn on automatic website checking
[] usessL 2.0
i o

Ts1.0

s tificate address mismatch®
[¥] Warn if chanaing between secure and not secure mode %
< >

*Takes effect after you restart Internet Explorer

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.

T e I an |

Figure 1.2

Internet Options @8\

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

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

Browsing history

£ Delete temporary files, history, cookies, saved passwords,
D, and web form informati

Search
p Change search defaults,
Tabs
Cal':’sam how webpages are displayed in
tabs.
Appearance
[ Colors ] [ Languages ] [ Fonts ] [ Accessibility ]

»ﬁ Some settings are managed by your system administrator.

o)

Figure 1.3

| Delete Browsing History rz,
Temporary Internet Files

G v, o, st

are saved for faster viewing.

Cooki
Files stored on your computer by websites to| Delete cookies...
save preferences such as login inf i

History

Lis of websktes you have visted.
Form data

Saved information that you have typed into Delete forms...
forms.

Passwords

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

visited,




Figure 1.4

Delete Files

e C(lick Yes button when pop up appears
. . . . fire you sure you wank bo delste all
asking for confirmation (Figure 1.5) ! kermporary Tnkernet Explorer Files?

Figure 1.5
e (lick the OK button to save

Mozilla Firefox: (Requires Version 0.9.4 or higher)

o Select Tools (Note: If you have version 10.0.3,
click on the Firefox dropdown menu located
on the top left of the screen.) (Figurel.7)

e Select Options

.....

§is Moz vsted @ Geting suted [ Lo
2 Mozt Fwefox start Page

Web I

=
Figure 1.7

Options

e Select Advanced (Figure 1.8) : | B ® 4
e Select the Encryption tab | 403 B Fa

General Network Update | Encryption

e Under Protocols, check the boxes to ——
enable SSL 3.0 and TLS 1.0 Sl 1 el

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

[iew Certiicates | [RevocationLists | [ yaidation | [ Securky Devices

Figure 1.8

Options

e Select Privacy (Figure 1.9) UG & % e
| Generd  Tabs  Content Appicatis Privacy advarced |
History
Frefoxwl | Use custom settings foc tistory &
] Butomaticaly start Firefox in s private browsing session
g 03] o

[ Remeaber doneload history
[ Remenber search and form history
| AN AT |




e Inthe "Settings for Clearing History Window"

ensure that "Download History, Form and Search History, R
Cache, Cookies, Offline Website Data and Active Logins" :
are checked, then click "OK" (Figure 1.10)

Select/enable Accept Cookies From Sites

Uncheck "Remember search and form history”
Uncheck "Remember download history "
Select/enable "Clear history when Firefox closes "
Select Setting

Figure 1.9

When I quit Firefox, it should automatically clear all:

Brow Cookies
Download History Active Logins
Form & Search History Cache

Data
[] saved Passwords ngtllane preb-te

[] site Preferences

[ OK ] [ Cancel ] [ Help ]

Figure 1.10

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.
e Start your internet browser and enter the following URL website address: https://www.e-
gip.opm.gov/eqip/eQIP
e The e-QIP Gateway Page will appear. Scroll down and click the button labeled ENTER e-QIP
APPLICANT SITE.
e 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

o Internet Options

o Advanced Tab (top right)

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

o Click "OK"

e 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.
o 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.

Accessing the eQIP Home Page

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

3. Golden Questions

You must generate a user account by creating a Username and Password on your initial e-QIP
login. You are required to answer a series of “Golden Questions” after you have created your
account:
o You must type unknown if asked “In what city were you born?"

All responses must be in lower case.


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

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

4. Section 13 of the Questionnaire (Employment):
o Lockheed Martin must be listed as your current employer, using the following address and phone
number:

Emplover’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 eQIP 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 2.1)

OPI{ gov Home | Subjectindex | ImportantLinks | ContactUs | Help

U.S. OFFICE OF PERSONNEL MANAGEMENT [Go

Recruiting, Retaining and Honoring a World-Class Workforce to Serve the American People

e-QIP Gateway

Electronic Questionnaires for Investigations Processing (e-QIP)

.. Welcome! This is your first stop in the process of completing your security

g“’m Q and your This page
= o provides information about the type of internet connection you need to use e-

QIP, diagnostic tools for your computer. and other help topics. Please choose
one of the options listed below. Thank you for visiting e-QIP!

*  Quick Reference Guide for e-QIP Applicants

*  Frequently Asked Questions

Enter e-QIP
Applicant Site

Please note: Applicants can only access the e-QIP system if they have been invited to do 0 by an
official at their agency. cannot pre-apply for a security clearance,
nor update their security questionnaire unless granted access by an appropriate agency official

U.S. Office of Personnel Management 1900 E Street, NW, Washington, DC 20415 | (202) 606-12800 | TTY (202) 606-2532 )

Figure 2.1


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

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 2.2).

Testing Your Web Browser for Compatibility

Before you continue, the e-QIP System must verify that you are using an approved web browser that is properly configured If you need to make changes to your
web browser's settings, click Try Tes etes 5y

Your Web Browser's Brand and Version
We detected that you are using Microsoft Internet Explorer. The version number we detectedis 7.0.
€ OK - The ¢-QIP System does support this web browser

Your Web Browser's Cookie Acceptance

P ox-we session cooks

Your Web Browser's Scripting Settings

€2 OK - Yourweb browser does allow scripting

Note: If your web browser does not connect to the e-QIP System after you click the "Contims button below, follow these staps to verify that 128-bit
enceyption is instalied 2nd Transport Layer Secusity (TLS) 1.0 is enabled-(TLS 1.0 must be enabled in order to access e-QIP.)

1. First, verify that your browser supports 128-bit “strong encryption”by selecting ‘Help"™>"About Internet Explorer” from the web browser's meau If
“Cipher Stréngth’128-bit"does not appear in the "About Intefnet Explorer"window then you will need to install the Internet Explorer High Encryption
Pack

2. Next, check the TLS 1.0 setting by selecting Tools”> Internet Options”on the web browser's menu

3. Select the tablabeled "Advanced ”

4. Locate the section abeled Secusity.”
Locate the item in that section labeled ‘Use TLS 1.0."In Internet Explorer, this option is dissbled by default Check the box to enzble TLS 1.0,
Click the 'OK "button to save these changes.

7. Whenyou finish these steps, click the Continue"button to try agsin

1f, after enabling TLS 1.0, your still & connact, then there may wween your web browser and the e-QIP
System Please wait one or v again I you st ities, contact the agency that sponsorad your backgrouad investigation

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

(Co) -

Figure 2.2

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 2.3)
Security Alert
g’f’; i ) 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 warning

s (0K [ Moelnbo |

Figure 2.3

Creating an eQIP Account

The e-QIP welcome screen will appear. Select “Register for Username and Password” to create an e-QIP
account. (Figure 3.1)



OMB No. 3206-0005

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

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

This U. 5. 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, 5
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,
monitoring and action by all authorized government and law enforcement personnel. While using this system your use may be monitored, recorded and subject to
audit. Unauthorized ussr attsmpts 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 penalties.

I 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 do not remember your password click "Forgot Password™. If you do not
remember your username contact your spensering agency.

[ change My Password (after login}

If you have not registered for a username on e-QIF click the link below to begin
the registration process.

‘ m Register for Username and Password

Forgot Password

e-QlP 3.02

Figure 3.1

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 3.2)

OMEB No. 3206-0005

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

Social Security Number Reguest Number

L J-L_ -] L 1

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

e-0IP 3.02

Figure 3.2

Golden Questions
You will be asked three "Golden Questions" (Figure 3.3)
Enter the following data:
o "Whatisyour 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

Help » Retum o Login S

OMB Ne.3206-0005

WARNING!
Itis YOUR RESPONSIBILITY to protectthe answers to your Golden Questions.

The answers to your Golden Questions serve as your password to the & QIF system. The fieldsto enter your answers Inta are masked by default. but may be
viewed in plaintext to ellow you to more scourately enter your enswers. Do not allowsomeone to see your computer sareen while your answers are on the saeen
Ifsameane acquires your enswers. they will be able to logon the & QIF system under your [dentity. allowing them tosee and change your personal data.



Figure 3.3

Creating a Username and Password

The page will refresh and require you to create a Username and Password (Figure 3.4)
o The Username and Password you provide on this page will be the one you will be required to enter
each time you log-in. Suggestion: Use your Lockheed Martin NT ID as your Username. (Figure 3.4)

OMB No. 3206-0005

Select a username and password and enter them in the fields below, then click the "Submit" button te continue.
‘Your username must be a minimum of six characters with no spaces or special characters. It may contain letters 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 follawing four categories

+ Uppercase letters (AZ)

= Lowercase letters (a-z)

« Numbers (0-9)
- Special Characters (# @5, %, & + =% 2.{ L L1 <5 .7

eQIP 3.02

Figure 3.4

Challenge Questions

The page will refresh and require you to create three Challenge Questions (Figure 3.5)
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.



OME No_ 32080006

The Challango Guestions/Anawera can be Used 10 help rattieve & forgotten password Select thiea questions fram the drop-dowi liata below and provide an snswer 1o
aach question, then click the “Submit” button to continue

* Choose questions which only you know the answer.
« Pick questions that cant be Answered (hiough rasearch
+ Make sure your answor (s memorabla, but ot aasy (o guess. Use an answer that (s # complate sentence for even more securly.

71 Allow ma to ses my Challange Answars as | 1ypa tham

Seleot Challenge Gusstion

Questian: | - salact Challenge Question
Answer
Gonflim Answer

Quostion. | g awct Challenge Question

Anawer

Contr Ansir
[ubmi]

aQIP 302

Figure 3.5

e 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 (888) 282-7682 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 I 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 3.6).

La81 sucoRsstol g This i the frat trme you have Toaes (4o this syaten
Humber of unsccoesatil o Mtemits Since Bat succensful g @

Tris 3 the dersifying nlommaon we Aave on fie f0e your Social Sacurty Number If any of ths Iformaton i Moo ect CoNtact the agency et naased
your IovesTgaton Reguwst

01012010 Qu—
Place of Buth UMKNOWN. PL e

C anl i Request

Tra (030wng 5Creens wil ST YOU THOUZR Te D/SCEeS 10 COMOIeTRg 3% R vASTGITOS Recuest Cick 0n o ok elow 10 Bagis o Jontinue thg process 1f
O Rave 5%y GURSTOAS o SOROCEME, SRCK e THEHD" Sk for mone infarmation,

ey (SF35.Version 2810-12)

Actocs: Enter Youe Data
5 Bage Contioue £ovSng MIGmmatan for tha forms 33E0CR0S w1 [0 v 032gaT0n Request

Figure 3.6
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 3.7).



section: | SFBE Form Completion Instructions v

Questionnaire for National Security Positions (SF86 Format)

QME No. 3208-0005

Follow Instructions fully or we cannof process your form, If you have any questions, confect the office that gave you the form,

Purpose of this Form

The United States (U S.) Government conducts background mvestigations and reinvestigations of persons under consderation for or refention in national
security postions as defined in 5 CFR 732 and for positions reguiring access to classified information under Executive Order 12968

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

Withhokiing. mizrepresenting, or falsifying information will have an impact on a security ciearance, employment prospects, or job status, up o and ncluding
denial or revocation of your securly clearance, or your removal and debarment from Federal Service.

This form is a permanant document that may be usad as the basis for future investigations, securty clearance determinations, and delarminations ¢f your
suitabiity for employment. Y our responses o this form may be comgared with p security g es. It is imperative that the information provided be
frue and accurate to the best of your knowiedge.

Authority to Request this Information

Depending upon the purpose of your investigation, the U.5. Government is authorized to ask for this information under Executive Onders 10450, 10865, 12333,
and 12968, sections 3301, 3302, and 5101 of tite 5, U.S. Code (U.5.C. ). sections 2165 and 2201 of tike 22, U.S.C,, chapter 23 of titke 50, U.S.C_; and paris 2, 5,

Figure 3.7

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 3.5). (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 hd CGo

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.

1 Save ][ Reset this Screen

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 4.1).

Section 18 - Relatives

section: | SF86 Section 18 - Relatives

Figure 4.1

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.

Section 18 - Relatives
Details

section: | SF86 Section 18 - Relatives h Co
_ Click here for available screen navigation in Section 18 - Relatives

Figure 4.2

Section 18 - Relatives
Detads

section: [SF86 Section 18 - Relatives v IS

Screen navigation for Section 18 - Relatives

simply click on 1

Figure 4.3

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 (Figure 5.1).
e Validation of your data will occur after you click "Save" or "Save/Continue".



Date of entry
MonthiDay/Year

U|| UI-

Type of document (1-94, etc.):

Country(ies) of citizenship

Add A Blank Entry

Add Qpbonal Comment

[[save | [ saveontoue ||

Version: 2.00,18

Figure 5.1

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.

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

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 6.1). 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 6.2).

o n @ requested informato

Provide a response for Loan/accountnumber.

[Providea for Name of ag: g duaito whom debtisiwas owed

Figure 6.1



Name action/debtisrecorded under:

Status of actionor debt

Name of company, courtor agency handling case:

Address of company, court or agency handling case

Street

{Address of company, court or sgency handing case]

City.
Provide Country if outside the United States; otherwise, provide State and Zip Code
Stater v, ZpCode

Country. v

I Sae | [ SavelContine I Cancel | [ Delete | [ ResetthisScreen |

Version 20012

Figure 6.2

For validation “Warning” messages, you may either provide the requested information or check the
box “I do not know the requested information” (Figure 6.3). 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, cour of agency handling case.
Waming
C] 1 do notknow the reguested information

Provide aresponse for Address of company, courtor agency handling case

O 1donotrnowthe. requestedinformation
(Note: if youcheck the box 8Dove, then you must IS explain beiow)

Explain

Note: This massage acates probiems with the Imfavation subeviied. Messages 52eied Erce” must be comcted. Measages Bbaled Wamng” must ba competed of axplaned. Make
the chasges indicated and chok "Save” 52 cevaidate. Cick “SaveCanticoe” if you want 1o make Sese changes e,

Figure 6.3

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 6.4).



Name action/debtisrecorded under.

Status of action or debt

Name of company, courtoragency handling case:

Address of company, courtoragency handling case
Street |

city. | |
Provide Country if outside the United States; otherwise, provide State and Zip Code.
State: | v!| zipCode

Country. | v

Add Optional Commen!

Save |[ SavelContinue | [ Cancel | [ Delete | [ ResetthisScreen

Version: 200.19

Figure 6.4

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 6.5).

Name action/debtisrecorded under:

Status of action or debt

Name of company, courtoragency handling case:

Address of company, court or agency handling case
Street

City.
Provide Country f outside the United States; otherwise, provide State and Zip Code.
Statec v TpCode
Country v

[#dd Optional Commen

[TSave | [ SaveiContinue | [ Cancel | [ Delete

~ Version 200,18

Figure 6.5

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 7.1).

Read thefollowing i before plete this form. You may referback anytime while editing your form data by
clickingthe "Help“link at the top ofthe screen

The Electronic Q forlnve P g (e-QIP) system allows youthe ability to pap toa g
requested by your employing agency. Thefollovang screens will guide you through the tasks required lete your investig: request

The tasks you will complete are, as follows

*  Resiew the FormInsteuctions
* EnterYourFormData
Validate Your forO andlor Errors di Y y provded in e-QIP that has been generated from your
prior electronic submission
Review Your Inf for Compl and Accuracy includa y y prov in 2-QIP that has been generated from yaur
prior electronic submission
Certify Completeness and Accuracy of Your Investigation Request
Print an Archival Copy of Your Certified Investigation Request
Release Your | Request tothe Initiating Agency

Follow the instructions displayed on each screen very catefully_If you have any questions, contact the agency that intisted this investigation request.

Navigation

Figure 7.1

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 7.2).

(= e-QIP: Investigation Request #9778166 Review Copy - Windows Internet Explorer

- | BB hetpsy €-qip.opm.gov/eqp

File Edit View Favorites Tools Help

w m e-QIP: Investigation Request #3778166 Review Copy

Read the folowing 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, a1

Review the Form Instructid

Enter Your Form Data

Valdate Your Information REV'EW COPY - DO NOT RETAIN

prior electronic submissiot

Review Your information . " . % .

prior :eclr:mc SubmS& 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 pl

Release Your Investigatio instructions for the first entry also applies to each additional entry unless otherwise noted

Follow the instructions displayed d I Form Completion Instructions

Navigation Questionnaire for National Security Positions (SF86 Format)

The &-QIP screens are fully naviga
the display of data on another scre
those buttons as doing so may resuk in 10SS 01 Gala you provice.

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 7.2



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 8.1).

Vaidate,

section: [Validate, Review, and Certify ¥ | co

Help - Display - Logout

Below are the results of validating your data

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

Validation Summary

Sections 1-7: Your Identifying 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 question 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 military, securtty forces, merchant marine, milita, or other defense forces” question yes or ne.
Section 16: People Who 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 =
‘Warning Provide a response for Mother.
‘VWarning Provide a response for Father-in-law

Figure 8.1

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 9.1).

idte, Reviow, ond Cert |
Section 9; Clizenship
5795 Section 10: Cizenship hformaton

5F85 Saction 11: Where You Have Lived
R SR PRREIRY 5705 Section 12 Where Yoa Went To School

Vaidaton found errors 5. 3 " N § | for each violaton below, of use the
dropdown menu above to rek 3
6 Section 14: Selective Service Record
SFE5 Section 15 Miitary History
SFE8 Section 16 People Who Know You Wel
SF85 Section 18: Relatives.
‘Sections 1-7; Your identitying nfor
Error  Answer the
Section 9. Crizenshp =

Section 10: Chzenship nformston — bttt e L
SF6 Section 22 Posce Record

Error Answer #1 about
Emor A
Error Answer #3 Section 27: Use of hiormaton Technology Systems
Secton 14; Selective 96 Section 28: hvolvement i Non-Criminel Court Actions
Sovor. Pido 8 1530 5785 Section 29: Associstion Record
Secton 15: Mitary History SERG Fieonel Comnts

w1t detense forces” queston yes or o,

Waming Provide a third person who nows you wed
Section 17: Markal Status =
Error Not Anplicable should niot be salected for Cutrant Soouse.




Figure 9.1

The next screen will request a final review of your data with another CONTINUE button to proceed
(Figure 9.2).

Below are the results of validating yourdata.

or g5 Youmay

o

Version:2.00.19

Figure 9.2

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 9.3).
If you need to make changes, please call the LMSecurity Operations Center at 866-330-7311 for
assistance.

HOTICE: AFTER CLICKING THE CERTIY NVESTIGATION REQUEST BUTTON BELOW, YOU WILL NO LONGER BE ABLE TO MAKE CHANGES TO THE DATA YOU
SUBMITTED.

I you reviewed the dats you provided for accuracy and are prepared to subme your compieted nvestigation Request, cick the Cartfy investigation Request
Bufton, which will generate an offical, your Investgation Request. otherwise, menu above to return to the
appropriate sections to make changes.

Notice: This step certifes your Investigation Request but & does NOT transme & o the intiating agency. Failure 1o follow the instructions on the next screen will
elay processing of your Investigation Request

The Gocument generation process may take 20-20 seconds to complete. Please Cick this Button only once.

v CANN ART UNTIL YOUR AGENCY RECEIVES THE SIGNED SIGNATURE FORMS THAT WiLL
'O YOU ON THE NEXT SCREEN.

Figure 9.3

Releasing your Form

The Final Release of your request is separated into five steps on the "Release Investigation Request”
screen. Click the “Next” button to continue (Figure 10.1).



Step 1 of 5: Instruction for S
-

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

Carefully foflow the instructions provided on the following screens in the order displayed.

M you are unabie to compiete the foSowing steps at this time (&.9. if you do not have access to 8 printer at your computer), you MUST return to e-
QP at & fater time to complete the remaining steps.

Contact your agency if you need assistance with printing, uploading, andior faxing these documents.

~Next |

Version: 2:00.19

Figure 10.1

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 10.2).

Step 2 of 5: Archival Copy
]

You have certified to the and accuracy of i your Request, ¢-Q has generated a printabie archival copy of the
information you provided. You are strongly advised to print a copy for your records. Properly dispose of any working copies that you may have printed
whis edting and reviewing your information, as those are not considered offical. You wil need Adabe Acrobat Reader or Adobe Acrobat fo view the
archival copy. Cick Help for more informaton

Click the link beiow to dispiay the archival copy, and then print a Copy to retain for your records.

Figure 10.2

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 10.3).

B RRRRRRBBRBRERRERERESESIEBBRNRRRR R @t w10 Favomss el Econvert ~ [ Select
W 4| B hutps:ifwew.e-gip,opm.govle. . i~ B - dh - [Ghrae - &

Step 2 of 5: s = B [T 12 E | 8 ® [ -
. Sl = N ® S
&) Collsborate ~ P i -

You have cerified to the completeness and accuracy of the information in yo
information you provided. You are strongly advised to print a copy for your ref
wihile ediing and reviewing your information, 88 those are not consiiered o
archival copy. Cick Help fer more nformation.

@ ing (e-QIP)

i for igations F
Click the Ik below t dispiay the archival copy, and then print a copy to retain) Investigation Request #71944

ARCHIVAL COPY - RETAIN FOR YOUR RECORDS

‘The information containe In this document represents data submitied by first middle last
Appiicant) for the e-QIP Investigation Request #7194, Appiicant certifid the accuracy of this
information at 2011.06+22 12:52:55.963.

This investigation Request contains the folowing documents:

Page 1; Investigation Request Gover Sheet

Page 2.36: Questionnaira For National Security Positions
Mote: To conserve paper oniy the frst entry in muipie-sniry ksts displays compietion instructions
‘The completion instructions for the first eniry 50 appiies 10 each additional entry Lniess ctherwise

Figure 10.3
Select “Signature Forms” below "Signature Form(s) for Printing" to generate the release forms and
certification page. 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 10.4).




Step 3 of 5

IMPORTANT: YOUR BACKGROUND INVESTIGATIOI L
REQUIRED SIGNE] Electronic

for \g (e-QIP)
Investigation Request # 71944
You must provide the required signature form(s). The requesting agency SIGNATURE FORMS
Print, sign, and subm the form(s) according to the instructions you have b
Ensure that the text on the printed copy is legible and that ol pages print.
printer problems. Cick Help for more information

Click the appropriate fink below o display, print, or downioad the signature
the form to the office requesting your investigation. You i be required to

Signature Forms for Printing

Version: 2.00.19

Figure 10.4

e You are required to print the release (signature) forms, which include the Certification form
(Signature Forms), Release of Information form (Authorization for Release of Information), Fair
Credit Release form (Fair Credit Reporting Disclosure and Authorization) and if applicable, a Medical
Release form (Authorization for Release of Medical Information Pursuant to the Health Insurance
Portability and Accountability ACT (HIPPA)) Make sure the printer is set to one-sided printing). After
printing, please sign the forms. Your signature should in black ink. Fax the completed forms to the
LMSecurity Operations Center at 720-479-2750

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

Expected Attachments

This step allows you to create a list of any additional attachments that you expect to forward to
LMSecurity with the exception of signature pages. Signature pages will not be included here since
they are already expected (Figure 11.1 and 11.2).


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

Step 4 of 5: Attachments Summary

Use the following methods for attachments for your investigation Request:

o Expected: Regular Fax, Mai, or Other - indicate how you plan {0 send each attachment

Expected Attachments
|Method __________|Acton |

No records were found fo dispiay.

Question

Do you have a document and/or file that you would like to asscciate with this request?

e [

Version: 2. 00.19

Figure 11.1

Step 4 of 5: Add Attachment Method
]

Use any of the following to provide for your ! eq

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

Specify method to be used 10 provide your attachment?

[ Back B][ Next ]

Version: 2 (ms

Figure 11.2

There are several ways to submit your attachments to LMSecurity (Figure 11.3)
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

Step 4 of 5: Add Attachment - Expected - Standard Fax, had, or Other

Expected - Standard Fax, Mail or Other
Add a nen-uploaded altachment by providing the folowing information:

1. Enter ‘HameDescription”
2. Provide the "Number of Pages”
3. Select the "Wethod of Transmission™

NOTE: Wike your social securlly number and the Request D numbes (9778165) on the margin of sach attachment you subme.

Reguier Fax, Mak, or Other

—  NameDescrption Banknptey Documents
— Numder of Pages’S
—  lsthod 0f Transmsson| Faced - Machment wil be faxed

| Add Expecied Atachment

Return to Attachments Summacy

Version: 20019

Figure 11.3

The final step is to click the "Release Request/Transmit to Agency" button (Figure 11.4 and 11.5).


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

Step 5 of 5: Release Reques

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 Reguest for pi 9. Performing this step will electronically transmi

your investigation Request to the agency requesting your nvestigation, and you will no longer have onine access to & for printing, review, or directly adding
sttachments.

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

[ Back ' Reiease Request/Transmi to Agency

* Version: 2.00.19

Figure 11.4

Step 5 of 5: Release Request to Agency
B

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

ey Windows Internet Explorer bnicaly transm

your investigation Reqy or directly adding
attachments. 2 Your background investigation cannot start untd your agency receives your signed Signsture Forms.
\4/ Please be sure to provide the forms to your agency.

VA S
After you complete the p Are you sure you want to release your Investigation Requeast?

Click "OK" to release your Investigation Request;

TN | I S ek e

Version: 2.00.19

Figure 11.5

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.)



Your Investigation Request has been released for processing. This completes the online portion of your submizsion. If you have not electronically attached
all required signature forms, submit the signature forms that you printed to the office requesting your investigation.

For your privacy, close this window when you finish.

Version: 2.00.19

Figure 11.6

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 IfU.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 If foreign born provide complete Naturalization/Citizenship Certificate information or US
passport number for proof of citizenship.
»  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 18t 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.
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» 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 2ndEntry: 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 2ndEntry: 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
(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
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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: 1f 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)
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 Ifyoulist 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.
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.
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»  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.
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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.

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 emplover’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 unemployment benefits?
What should I list for emplovment if I was a student?

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

What do I putifl 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?
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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

Q
Q
Q
Q
Q
Q
Q
Q

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 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?

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
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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?

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
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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 my Annual Clearance
Rejustification (ACR)?

Do I need to complete an SF86 if I have completed one in the past two years?

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: 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.

Q: What do I put in the passport section if | 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.

Q: CanIbe 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.

Q: 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.

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

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

Q: 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.

Q: 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.

Q: 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.

Q: 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: If you 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 putifI 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?
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A: Only immediate family members should be listed under section 18 Relatives. Inmediate 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.

Do I need 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.

Do I need 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.

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:

Q:

Q:

Q:

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’t I log 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 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 preiously 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
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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.
Q: 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.

Q: What is the difference between a warning and an error?

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

A: We recommend that you first fax them to LMSecurity at 720-479-2750. If that is not convenient
for you, or have had issues with faxing, you can email your releases (signature forms) to
faxserver.Imsecurity@lmco.com. 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.

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

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)?

A: The attachments in Step 4 are optional; this question is not in regards to the signature pages you
printed in Step 3. If you have additional paperwork in reference to any of the sections (i.e.
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bankruptcy paperwork, court documents, etc.) that would assist the adjudicator, Step 4 is where

you will attach them.

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 should be faxed to LMSecurity. If your fax machine produces a transmission
report please check that it was faxed to the correct fax number 720-479-2750. Please allow 24-48
hours from the time you fax in your documentation for processing. Note: LMSecurity is committed
to protecting Lockheed Martin employees’ personal information. For additional options on
transmitting personal information, visit Security Clearance Connection. Every 5 days our systems
auto-generate reminder emails for any documentation we show as required. If you receive an
email stating we have not received your signature forms within 48 hrs from the time you faxed
your form, please disregard the email as our systems may not have updated with that information
yet. If you receive the email after the 48 hr time frame, you will need to refax your signature forms
and then contact LMSecurity toll free at 866-330-7311 or 407-306-7311 Monday - Friday 7:30 am
to 6:30 pm EST. If you receive an email stating the signature forms received were not valid, you
will need to refax new signature forms.

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:

e 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 would need to submit the
updated set.

e Ifyour signature forms are deemed to be of poor print quality or invalid you will need to
submit a new set. Some of the most common examples of poor print quality are
(1) Black or white lines running thru 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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Q:

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

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

: 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.

: DolIneed 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.

: 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).

: 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.

: 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.



