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United States Department of Agriculture

Research, Education, and Economics

Agricultural Research Service

-APPENDIX B-

E-QIP ACCESS LETTER

Date

Name

Street Address

City, ST  Zip-Code

Dear Mr./Ms.            :

The position you have been tentatively selected for requires a pre-employment Special Agreement Checks (SAC).  The SAC must be favorably adjudicated before you can start work.  To initiate the SAC, you will need to complete the following forms and return them within 5 days of receipt of this letter.  Also, be sure to include the security forms associated with e-QIP.
· OFI-86C – Special Agreement Checks (SAC)

· (2) SF-87 – Fingerprint Chart (fingerprints can be taken at your local police station)

Additionally, you are required to complete an electronic on-line investigation form.  The Office of Personnel Management (OPM) has developed a web-based automated system called Electronic Questionnaire for Investigations Processing (e-QIP).  The Personnel Security Specialist, will contact you by e-mail and provide you with information to access e-QIP.  In order for your e-QIP account to remain active, you must access e-QIP and enter your data within 5 days from receipt of the Personnel Security Specialist’s e-mail.  If the information is not entered into e-QIP within the specified timeframe, your entrance on duty date may be significantly delayed.  If you have any questions regarding this process, please contact the Personnel Security Specialist at 301-504-XXXX.

Please forward all the completed security forms to:


USDA, Agricultural Research Service


Unit/Laboratory Name



Street Address



City, ST Zip Code



Attn: (designated coordinator)

The Special Agreements Checks process is a condition of your employment. The timely submission of these forms is greatly appreciated.  The information you provide will be kept confidential.  If you have concerns about these requirements, please feel free to call me at xxx-xxx-xxxx. (designated coordinators phone number)  
Sincerely,

Name
Title (designated coordinator)
Cc:

Personnel Security Specialist
Human Resources Specialist

(3) Enclosures
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