MEMORANDUM

From:
Command Security Manager, MARFORPAC
To:
Individual Concerned
Subj:
SUPPLEMENTAL INSTRUCTIONS FOR COMPLETING AN SF 86, PERSONNEL SECURITY QUESTIONAIRE UTILIZING THE ELECTRONIC PERSONNEL SECURITY QUESTIONAIRE (EPSQ) SOFTWARE
Ref:
(a) SECNAVINST 5510.30A
1.  The EPSQ is relatively easy to follow and understand, and has good help features with the “HELP” button.  
a. Open W:/Common Applications/Security/EPSQ/EPSQ211/EPSQ Subject Edition.  This will take a couple minutes to download.  Then right click the Subject edition icon, and send to desktop.  Open application then click “Create” on the toolbar; Select “User form”, Click “Request for Security Clearance (SF-86)”, and Click the “OK” Button.
b.  Select one of the following options
(1) Single Scope Background Investigation (SSBI),
      ** For initial TOP SECRET Clearances **
(2) National Agency Check/Local Check (NACLC) or Secret (SPR)
** For initial SECRET (NACLC) / to RENEW SECRET Clearances(SPR)** 
(3) Periodic Reinvestigation (PR)
** To RENEW TOP SECRET Clearances **
Note:  You will need to remember what option you select.  It is imperative that you choose the correct option.  Failure to do so will result in having to complete the SF-86 again.  If you have any questions regarding which option you will need to select, please call the Security Branch at the number on reverse side.

c. Read the SF-86 Privacy Act Statement, Press “Enter”
d. Enter your SSN, Password (use your last name for your password) and verify.  Press “Enter”
e. Complete information (remember the “HELP” button for any questions)
f. Helpful Hints:
-  Dates must be entered YYYY/MM/DD
-  Height must be entered in feet and inches
-  Module 4-43 starts the in depth process of personal history, for 
                      “employment”, be sure to list a current address and phone number for 
    your supervisor POC.  DSS/OPM (The investigating agency) must contact    
    ALL pertinent supervisors.
-  Note for married personnel: when listing relatives and associates, be sure to
    include your in-laws.
-  If you do not know a middle name, type “NMN”, if you do not know a
          middle name, or an address type “UNK”
g.  Once all information is entered, go to toolbar and select “Validation” 
-  Select “User form” and enter your SSN
-  If you come up with zero errors at the bottom of the page proceed to 
                       letter “H”.   If not, the EPSQ gives an itemized listing of the errors, and
                       total errors at the bottom of the page.
-  Return to the specified module with the error, and complete or fix the
    information.  
KEEP REVALIDATING UNTIL YOU COME UP WITH “ZERO”ERRORS.  THE SECURITY MANAGER CANNOT SEND YOUR FILE TO THE OPM WITH ERRORS IN THE FORMS!!

h.  Once “Validation” is completed, select the “Communications” menu, then 
       “Transmit to Security Officer”.  The program will prompt you to create a 
       “.zdb” file; use your last name example: “smith.zdb”  Once that is completed you 
        are able to attach it and the program will notify you if any more information is          
        required.  
i. Send an email to Cpl Isberner, Jacob A., Sgt Ferguson, Mark A., at the Security Branch advising that you have completed your SF-86.  Attach your VALIDATED WITH NO ERRORS .zdb file, INCLUDE THE PASSWORD you assigned, and TYPE OF INVESTIGATION (option) you selected.  Your investigation will not be submitted until you have sent an email which contains your .zdb file, password, type of investigation and SSN.
j. Next go to the “Pass and Regulation Office” located at PMO to get fingerprint cards.  Once completed, please bring them down to the Security Branch. 
k. The Security Branch highly recommends you keep a copy of the SF-86 for your personal files: Click “Reports” on the tool bar, select “User Form”, and send to printer.
2.  If you have further questions, call the Security Branch at 477-8995/8321.
