April 14, 2000

Civil Aviation Security Forms Instructions For FAA Employees
Please read these instructions carefully and completely.  Your Security forms must be completed as follows:


SF-87, Fingerprint Application:  The following blocks must be filled out:  name (first, middle, and last); address; signature of the applicant; signature of the official taking the prints; the printing official’s title and address; position applied for; alias/AKA, scars, marks, or tattoos; social security number; sex 

(gender - “f” or “m”); race; height (in inches); weight; color of eyes; color of hair; date of birth; and place of birth (city and state).

NOTE:  maiden names should be listed under the “alias/AKA” block and the middle name should be birth name not other names currently used.  If you do not have a middle name, please enter “(NMN)” which stands for “no middle name.”


SF-85 QUESTIONNAIRE FOR NON-SENSITIVE POSITIONS, SF-85P QUESTIONNAIRE FOR PUBLIC TRUST POSITIONS, or SF-86 QUESTIONNAIRE FOR NATIONAL SECURITY POSITIONS:  Read the instructions before beginning the form.  Answer each question openly, honestly, and include the most current information available.  Ensure that all names ever used are included on the form with corresponding dates (month and year) and that the middle name is the one given at birth.  If you do not have a middle name, enter “(NMN)” which stands for “no middle name.”  

If you are not a citizen by birth, please ensure that your alien number is listed on the form.  This is the number on your naturalization certificate, which may begin with an “A.”  Ensure that the certificate number, date, city, and state are also included.  

Ensure addresses are listed for the past 5 years on the SF-85, 7 years on the SF-85P, and 10 years on the SF-86.  DO NOT LEAVE ANY TIME GAPS.  List every address regardless of length of occupancy for the 

5, 7, or 10 years as appropriate.  List dates (month and year) for every residence.

All education references must have full complete addresses and telephone numbers and be sure to state the time (month and year) of attendance.  Annotate degree, certificate, or other and date.  Visit Inertnet web site WWW.ASD.Com for elementary, junior high, and high school addresses and visit web site WWW.COLLEGENET.COM to locate college addresses.

Ensure all employment history is listed for the past 5 years on the SF-85, 7 years on the SF-85P, and 

10 years on the SF-86.  DO NOT LEAVE ANY TIME GAPS.  List every employer regardless of length of employment for the 5, 7, or 10 years as appropriate.  Ensure that the company name, address, and telephone number is listed.  List dates of employment (month and year) for every employment entry.  To find a business or company address, visit web site WWW.LOOKUPUSA.COM and click on Business Listings or US Yellow Pages.

List three references with corresponding addresses, telephone numbers, and length of time known (month and year) for each reference.  To find a persons address and phone number, visit web site WWW.LOOKUPUSA.COM and click on US Phone Books.

List current and any former spouse on the SF-85P and SF-86.  Ensure that all family members or other significant individuals that are over the age of 18 that reside with you are listed on the SF-85P and SF-86.
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List all military activity including type of discharge.  Should you have an Article 15 or other significant information, please include this information on a separate sheet of paper with a full complete description of the matter including the date(s).

For Selective Service numbers and registration dates or do not know if you are registered, or need to register, call (847) 688-6888 or toll free (888) 655-1825 or visit web site WWW.SSS.GOV.

Ensure that you include any terminations of employment, dismissals, or other unfavorable circumstances on the SF-85, SF-85P, and SF-86.  Explain any details on a separate sheet of paper if necessary.

List any or all information regarding arrests, court actions (civil and/or criminal), or other judicial or law enforcement information including matters resolved/settled out of court and records that have been expunged.  Explanation of each matter should be listed on a separate sheet of paper. 

List any financial situations regarding late payments, bankruptcy(ies), judgements, and liens.  Each bankruptcy should include, chapter, date, court name and address, and dollar value.  Also include any Federal debt including taxes, tax liens, and student loans that are delinquent.  Dates (month and year) and addresses are required for each financial issue.

Additional information or explanation for any question on the SF-85, SF-85P, or SF-86 can be submitted on separate paper, which must accompany the form and should include your name and Social Security Number (SSN).  Ensure that your SSN is placed on the bottom of each page on your SF-85, SF-85P, or SF-86.

OF-306, Declaration of Federal Employment:  Read each question thoroughly and answer accordingly.  Ensure that any item requiring an explanation should be put on the back (page 2) of the form.  Use a separate sheet of paper if necessary for any explanation.

Initial and date every correction/change on each page/form.  Sign and date each form.  Some forms require more than one signature and date.  You are encouraged to maintain a copy of all your forms for your personal records.

Ensure that you answer each question thoroughly with the most current information available, failure to do so may be considered falsification of a Federal document.  Falsification of a Federal document is considered a crime and is prosecutable by the U.S. Attorney.  Additionally, Falsification of a Federal Document could result in non-consideration or removal from the position.

The completed forms that must be submitted prior to employment are as follows:
            SF-85 (Level 1 positions only) or SF-85P (Level 1, 5, or 6) or SF-86 (Level 2 or 3) with:
            SF-87
OF-306
Application (SF-171, OF-306, or resume)
ID Card Application (DOT Form 1681)
Any other documentation &/or information regarding your forms.
 All forms must include the organization of assignment (routing symbol).  Instructions and links to forms are available at http://amq.mmac.faa.gov/security.asp.
