INSTUCTIONS FOR COMPLETING FORMS FOR CONTRACTOR EMPLOYEES

NOTE:  WHEN CONTRACTOR EMPLOYEES FILL OUT THESE FORMS THEY DO NOT GET A SECURITY (SECRET, ETC.), THEY GET CLEARANCE ACCESS TO THE FAA MMAC FACILITY, SENSITIVE INFORMATION (NOT CLASSIFIED), AND/OR RESOURCES.  IF CONTRACTOR EMPLOYEE NEEDS ACCESS TO CLASSIFIED INFORMATION, THEN HE/SHE HAS TO GO THROUGH THE DEFENSE SECURITY SERVICE TO OBTAIN A SECURITY CLEARANCE (SECRET, ETC.).

1.  Contractor Applicant completes the forms as follows:


SF-85P Questionnaire for Public Trust Positions


FD-258 Fingerprint Card (with prints made)


SF-86A Continuation Sheet for Questionnaires (if necessary)

The SF-85P, FD-258, and SF-86A (if applicable) and supplemental documentation are considered the complete security investigation application package.  Additional documentation pertaining to issues regarding investigation information; i.e., explanation(s) to questions on the SF-85P that could not fit on the forms can be provided on blank paper (with name and Social Security Number on each sheet) or if the SF-86A is not available.  Also, the applicant may submit any other type of documentation including court records if necessary to explain any question on any form.

a. Detailed instructions for completing the SF-85P are located on the front page of the form.

b. Answer all questions completely on the form unless a No response is necessary, if applicable.

c. Account for all periods of time under the questions of Employment and Residences.  Leave no gaps in the information you are providing.

d. Give complete addresses, names, and dates.

e. Sign and date pages 7, 8, and the last page of the form.

Form FD-258, Fingerprint Form:

For the Fingerprint Form, FD-258, fill out form as complete as possible.  Fill out your residence with complete address, company name and complete address; and sign.  Make sure you fill out at the top of the form with your Last Name, First Name, and Full Middle Name.  Make sure you fill out your social security number, etc.  Fill out your Sex, Race, Height, Weight, Color-Eyes, Color-Hair, Place of Birth (City and State), and Date of Birth.  Fingerprinting hours are Monday through Thursday from 8:00 a.m. to 4:00 p.m. and Friday from 8:00 a.m. to 3:30 p.m. at the Pass and ID Office located in the Headquarters Building, Room 151.

2.   Contractors/subcontractor employee shall submit completed security investigation application package in a sealed envelope to AMC-700 or mail directly to AMC-700.   Security investigation application packages shall not be faxed due to Privacy Act requirements.

3.  Partial or incomplete security investigation application packages will not be accepted.  The contractor will be notified regarding a partial or incomplete application packages.  If the application package is complete, the forms will remain in AMC-700.  AMC-700 will initiate the appropriate investigation. 

NOTE:  All completed security investigation application packages should be accompanied with notation of the contract company, hosting FAA organization or official station/routing, and a point-of-contact name and telephone number.  ALWAYS submit forms in a sealed envelope to ensure adherence to the Privacy Act is made.

Contract Employee from Another Contract Company

Coordinate with AMC-700 regarding hiring a contract employee from another contract company.  (AMC-700 will need the contract employee’s name and social security number to look up if the contract employee had a previous investigation that can be used).  If there is no time laps between the contract companies (more than a year and the contract employee had a previous investigation), then AMC-700 can use the previous investigation.  AMC-700 will need the following information to update its database:  Name, social security number, previous company name and new company name, previous contract number and new contract number, date left previous contractor and the date started with the new contractor.

Former Contract Employee

Coordinate with AMC-700 regarding the re-hire of a former contract employee.  (AMC-700 will need the contract employee’s name and social security number to look up if the contract employee had a previous investigation that can be used).  If there is no time laps between the contract companies (more than a year and the contract employee had a previous investigation), then AMC-700 can use the previous investigation.  AMC-700 will need the following information to update its database:  Name, social security number, previous company name and new company name, previous contract number and new contract number, date left previous contractor and the date started with the new contractor.  Depending on the circumstances, specific forms may be required for submission.

Former or Retired Federal Employees

Coordinate with AMC-700 regarding hiring a former or retired Federal employee.  (AMC-700 will need the former or retired Federal employee’s name and social security number to look up if he/he had a previous investigation that can be used).  If there is no time laps between the leaving the Government to starting with a contract company (more than a year and the former or retired Federal employee had a previous investigation), then AMC-700 can use the previous investigation (with the exception of how old the investigation is).  AMC-700 will need the following information to update its database:  Name, social security number, date left Government and the date started working for contractor, contract company name, contract number.  Depending on the circumstances, specific forms may be required for submission.

