HOW TO BEGIN

TO CREATE FILE:

After you have downloaded the EPSQ program to your computer choose:

 “Create User Form”

“SF 86” – for Type of Form

“SECRET PR” for Secret PR, “Periodic Reinvestigation” for Top Secret PR, or “NAC or 

NACLC” for first-time Secret  - for Type of Investigation

“ENTER” to pass Privacy Act Information

Type in your SSN, do not put a password, just click “OK”

Fill in each blank.  Look to bottom left corner for the type information required for each block.

MODIFY:  You may exit out of the form anytime.  The form automatically saves to your hard drive.  You may go back and update by choosing “MODIFY” from the top menu, then “User Form”.

VALIDATE:

Exit out of form and choose “VALIDATE” across the top menu to check for errors.  If there are errors, go back to file by choosing “MODIFY” to fix the errors.  

TO SAVE TO DISK:

Choose “Communications” from the top menu.

Choose “Prepare User From to SUBJECT/SECURITY OFFICER”.

Change drive from c: to a:

Change file name to first four of last name and last four of SSN.zdb  (example wade4167.zdb).  Be sure to take out the asterick.

Click OK.

Click OK to export.

Click OK do not send to DSS.

These Also May Be Required as Part of Your EPSQ Packet

_____2 Fingerprint cards either on the FD258 or SF86  (Bldg 2637, Vehicle Regis)

_____Birth certificate or Passport

_____DA 5247R 

_____Memo from Supervisor/Security Officer

_____Local Records Checks

_____EPSQ file on diskette or sent via email for review first

EPSQ Processing Pertinent Information

The following information is to be applied during the processing of the EPSQ.

· You must go back 7 or 10 years (7 for Secret or SPR, 10 for initial TS)

· Module 1, this is your birth information NOT current residence.

· P.O. Box #’s are unacceptable – at a minimum a street name or street number must be used (applied to any module that requires an address, home or work)

· Make sure that all phone #’s include zip codes.

· For names listed throughout the EPSQ required to have first, middle and last name.  In certain cases you may not know some of the names.  The following acronyms are acceptable:

· FNU (First Name Unknown) or use Mr., Mrs., or Ms to indicate gender.

· UNK (Middle Name Unknown) or NMN (No Middle Name)

· LNU (Last Name Unknown) providing First Name is known.

· Initials will not be used.

· For modules that require date ranges (e.g. modules 4 and 6) dates must be consecutive. No gaps (30 days or more) or overlapping of dates.

· From



To______ 

Entry 1- 2002/10/15

PRES 


Entry 2- 2001/06/20

2002/10/14


Entry 3- 1999/02/01

2001/06/19


Entry 4- 1995/03/20

1999/01/31


Dates are formatted as YYY/MM/DD (e.g. 2002/11/20)

· Make sure that the dates in module #4 correspond with the dates in Module #6 (e.g. if you are working in FL then you should be living in FL during the same time frame.  Exceptions could be state line residences.

· Do not use the same person twice, except a family member for unemployment activities in Module #6

· A Selective Service Number (module 18) can be obtained by calling 7-1-847-688-6888 or going  to the SSS Database (online) https://www4.sss.gov/regver/verification1.asp 

· 21-30 and 32-43 (derog questions) – if you answer yes to any of these – hit the F2 key while in that particular module, a blue box will drop down and you must explain the circumstances.

Example:  bankruptcies – what chapter, how much was included in bankruptcy, why did you go bankrupt, have you been current with payments on accounts since the bankruptcy.

A DUI is pretty self explanatory – no need to explain, but if there was an accident involved and/or someone was injured as a result, explain. 

· If you have questions, call Ms. Ogletree at 545-4772 or Ms. Wade at 545-6753. 

