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Company Point of Contact (CPOC)

o Usually the Signatory Authority for ENs — signature on Form
1449, block 30a of the EN agreement award form

» Director/Commissioner for State VR agencies

e dchr.ope.css@ssa.qov

* Internal process


mailto:dchr.ope.css@ssa.gov
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eQIP Fax Request

» Fax the form to the Center for €:QIP APPLICANT LISTING
Personnel Security and Project
Management (CPSPM) Suitability
Officer at 410.966.0640

CONTRACTOR POINT OF CONTACT INFORMATION

NAME:

= QOrganization’s Name preem

EMAILADDRESS;

PLACE OF BIRTH
LAST NAME FIRST NAME uu "I:Dll 5N DATE OF BIRTH 1.5, BORN: CITY/ATATE

(mm/ OO | om .1 nomm crrvicouTay

= Blanket Purchase Agreement
Number or State Code for VR
agency

=  Name and contact information for
CPOC

PLEASE SEND FORM TO CPSPM BY:
FAX 410-966-0640 o8 AL

» Eachindividual's: name, SSN, date
of birth and place of birth




Phase |: Gather Information and
Complete Forms



Suitability Requirements

Gather Per_sonal
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Gather Personal Information

r

Personal File

Name:
Social Security Number: -
Date of Birth: !
Place of Birth:
Citizenship Information
Personal Timeline:
(five years)

Home Address(es)

Education

Work History

Selective Service/Military
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Complete Forms

= Fair Credit Reporting Act
(FCRA) form

= The Declaration for Federal
Employment form (OF 306)

= The Applicant Finger Print
Card (FD-258)
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Fair Credit Reporting Ac

= Authorizes Social Security to .
Obtaln Credlt reports FAIR CREDIT AUTHORIZATION FORM

A Summary of Your Rights Under the Fair Credit Reporting Act
The federal Fair Credit Reporting Act (FCRA) promates the accuracy, fairness, and privacy of
information in the files of consumer reporting agencies. There are many types of consumer reporting
agencies, including credit bureaus and specialty agencies (such as agencies that sell information about
check writing histories, medical records, and rental history records). Here is a summary of your major

= May be re-disclosed to other e e Ao

600 Pennsybvania Ave. N.W., Washington, D.C. 20580,

.
*  Youmust be told i information in your file has been used against you. Amyone who uses a
e e r a g e n C I e S credit report or anather type of consumer report to deny your application for credit, insurance,
of employment = or to take another adverse action against you = must tell you, and must give
you the name, address, and phone number of the agency that provided the information.

. You have the right to know what is in your file. You may request and obtasn all the
Information about you in the files of & consumer reporting agency (your “file disclosure™). You
will be required to provide proper identification, which may inchude your Sacial Security msmber
In many cases, the disclosure will be free. You are entitled to a free file disclosure if
o aperson has taken adverse action against you because of information in your credit report;
o youare the victim of identify theft and place a fraud akert in your file;

] your file containg inaccurate information as a result of fraud;

L you are on public assistance;

o you are unemployed but expect to apply for employment within 60 days

In addition, by September 2005 all consumers will be entitled 1o one free disclosure every 12
manths upen request from each nationwide credit bureau and from nationwide speclalty
consumer reporting agencies. See www fic gov/credat for additional information.

. You have the right to ask for a credit score. Credit scofes are numerical summaries of your
credit-worthiness based on information from credit bureaus. You may request a credit soore
from consumer reparting agencies that create scores or distribute scores used in residential real
property loans, but you will have to pay for it In some mortgage transactions, you will receive
credit score information for free from the mortgage lender.

. You have the right to di " fy
f in your file that is of and report it to th repoeting
agency, the agency must investigate unkess your dispute is frivolous. See wanw ftcgow/credit for
an explanation of dispute procedures.

. Consumer reparting agencies must correct or debete inaccurate, incomplete, or

must be
remaved or corrected, usually within 30 days. However, a consumer reporting agency may
continue to report information it has verified as accurate.

. Comsumer reporting agenches may not report outdated negative information. In mast
cases, 4 consUMEr reporting agency may not report negative information that is more than seven
wears old, or bankruptcles that are more than 10 yoars obd

. Access to your file is limited. A consumer reporting agency may provide information about you
only to people with a valid need — usually to consider an application with a creditor, insurer,
employer, landlord, or other business. The FCRA specifies those with a valid need for access.
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Declaration for Federal Employment

= Declaration for Federal
Employment

= Personal information
requirements

= All responses must be
truthful and complete

= Every guestion answered,

form signed and dated

Declaration for Faderal Employment* oun'TEETE

“This form may

The indormation collected on this form s used to delermine your acceplabiity for Federal and Federal contract employment and your
enrolimant slatus in the Government's Life insurance program. You mary be asked io complete this form af any time during the hiring
process. Follow instructions that he agency provides. H you are selecied, belore you are appoiried you wil be asked 10 updats
FOUF responaes on s form and on ofher matenals submified during the EpEicasion process and then |o recerify hal your angwen
e true

Mmmwnmlhmmw At on any part of this attached forms of
may be grounds for not hiring you, of for firing you after you begin work. Also, you may be punished by a fine or
Imprisonment (U.5. Code, title 18, section 1001).

[Either type your responses on This IumaomLuwmmnli I you need addsonal space. attach letier-siwe sheets (B.5° X 117)
Include your name, Social Securily Numbser, and lem rumber on each sheot. We recommend hat you keep a photocopy of your
completed fonm for your records.

Privacy Act
The Office of Personnel Management is suthorzed 10 request this information under sections 1302, X301, X304, 3328, and 8718 of
conducting
an irrvestiganon 1o determing your sutatity of your abiliy b0 hld a security chearance, and it may be disclosed 1o athorized oflcials
making simiar subsecuent doleminations
vwmmnwmsw:umomuwwmnmmmmmmunmmmm
brth date. Public Law 104-134 (Apeil 20, 1695) asks Federal agencies 1o use his number i help individuals in
reconds. Ghang us your SSN of sy otfer information is voluntary. Hmlmmmwmmssummmrmm
requesied, we CANNOE prOCEss your apphcation. Incomplete addresses and 21P Codes may also siow processing
ROUTINE USES: Nwmnw'en!mrmduwmwnnlmunnmmrmmmmnw
Notice OPMGOVT. al Personnel

Records. This system aliows disclosure of training faciies
mmmhmm insurmnce, umw o hvoalth bonefits; aficials in Migation of adminisiralive proceodngs wherm
i @ party. a wickation of law or regulaton. Federal agencees for statistical
Teports and siuies, oficials of sbor by law of employees; Federsl

agencies or ofher sources requesting information for Federal 1 CONNECON wilh hiring O retaining, securty Chearance.
security of sutability irvestigations, classifying jobs. contracting. of issuing licenses, grants, of other benefis. public and private
organaations, s media, which grant of publicize employee rECOgRitons and awards; hmwmmm

|.. mdmmmmmmmdmu
idenited

exposed 10 8 health hazad, suthorzed Federsl and non-F edersl agencies for use in compuler spouses of dependent
children asking whathes the employee has changed from o self-and-tamily 10 & seif-only health benedits envoliment.
mm-mmm quupﬂmwrmummm members of an

agency's periormance of offer paned, and agency
empiyees Shoul Biness-lor-guty of agency-tie ¥

Public Burden §

Public burden reporting for Bhis collection of information is. estimaled o vary kom & lo 30 minuies wilh an aversge of 12
Fminutes por reaponse, inchuding Bme for mm
g the collecton of mmurwmmaumuummmmm
ol for reducing Bhis burden, 10 he LS. Office of Personnel Management, Reports and
Forma Manager (31706-0182) WM DC 20415-7900 The OMB number. J206-0182. ks vald  OPM may not coliect this
indormation, and you are nol requined 10 respond. unkess This numbssr is displayed

U 5. Office of Personnel Managemant ot rurm 00
[T ———— P s o e

10



?:\
— @)
Ticket to Work
h—"'—'ﬁ-

Get Fingerprinted

Two copies of FD-258 Card for
each staff applying for Suitability

Center for Personnel Security
and Project Management
(CPSPM) staff will mail two

cards for each applicant

Contact SSA for additional or

replacement cards

'f —— Lo, Rt 1 LTE Y W)
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Phase |: Checklist

v' Prepare Personal Information
v Complete Forms

» Fair Credit Reporting Act
(FCRA)

» Declaration of Federal
Employment (OF 306)

v' Get Fingerprinted — Applicant
Fingerprint Card (FD-258)

12



Phase II: Electronic Questionnaire for
Investigations Processing (eQIP)

13



eQIP Process

Log into eQIP System and

Submit Completed

14
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Recelve eQIP Invitation

= Fax to Social Security generates eQIP (Applicant Listing)
Invite

= Sent from dchr.ope.css@ssa.gov

= Fourteen calendar days to log in and complete Standard
Form 85

15
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Log Into the eQIP System

= Log into the Electronic
Questionnaire for
Investigations Processing (eQIP)
system

......

g et g b e

= Complete Form 85 within 14 E—
calendar days

= Electronically sign two signature
pages

= Notify that your CPOC —

= Print copy of completed form for
applicant’s personal records

16
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Fourteen Calendar Day Deadline Missed

= Emalil enservice@ssa.qov

= State VR agencies should
contact Natalie Sendldorfer

at
natalie.sendldorfer@ssa.qov

17
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Review Materials

= NoO questions were skipped

= Every form signed and dated

= Information on Signatory Authority/CPOC is legible
= Make a copy of everything to be kept on file

18
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eQIP Paperwork Cover Sheet

= Contract Number (i.e., EN BPA number or three digit code
for State VR agencies)

= Each applicant’s full name

= Each applicant’'s SSN

= Each applicant’s date of birth
= Each applicant’s place of birth
= Company Name

= Name, phone number, and email address for Signatory
Authority/CPOC

19
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Package Contents

For each applicant listed on the coversheet, include the
following:

= Form 306 — Declaration for Federal Employment
= Two fingerprint cards — Field Division — 258 cards
= Fair Credit Reporting Act Authorization form

= |f non U.S. Citizen - Work Authorization Permit and a copy
of the person’s Social Security card

20
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Malil

Social Security Administration
Attn: CPSPM Suitability Program Officer
6401 Security Boulevard

2611 Annex Building |
Baltimore, MD 21235

21



Phase lll: Suitability Determination



15 days to several months

23



Phase Ill: Suitability Determination

Elements

Suitability

24
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Delays

= Incomplete/lllegible information

= No EN BPA number or State Code for VR agencies

= Does not include all required information

= Fingerprint cards not formatted correctly

= Glitches with the eQIP System

= Failure to respond to requests for missing information

= Backlogs in processing packages

25
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Appeals

27
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Questions During the Process

= Contact the Call Center at 1-844-874-9940
= Business hours are 7 a.m. — 4:30 p.m. ET, Monday — Friday
= eQIP and Suitability inquiries

* eQIP applicant resets/unlocks

* Navigational questions

e Suitability status checks

28
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References

eQIP — Quick Reference Guide for the Applicant:
http://www.opm.gov/investigations/e-qip-
application/#url=Quick-Reference-Guide

eQIP — Frequently Asked Questions:
http://www.opm.gov/investigations/e-qip-application/e-qip-
fags/

Declaration for Federal Employment Form:
https://yourtickettowork.com/documents/10404/358179/0OF30

6.pdf

Fair Credit Reporting Act Form:
https://yourtickettowork.com/documents/10404/358179/FCRA
-Authorization.pdf

29
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Questions

30
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