!! e-QIP TIP SHEET !!
Below are some quick tips that will help you complete your e-QIP QNSP correctly, the first time.  Please read the tips and keep this handy as you are completing the online questionnaire and refer to it for each section identified below.
*These tips were created based on the errors that we see most frequently.  Utilizing this tool will help minimize the errors, saving you from having to repeat data entry, and speed up your clearance process.
1. GENERAL INFO:  PO Boxes are not acceptable, you must use physical addresses where an address is needed.  You MUST also print the additional forms that require a signature from either the CD provided or that were attached to the email you received.  Failure to include these additional forms will result in rejection of your clearance packet.
2. FINGERPRINT CARDS:  Make sure all information is filled out on fingerprint cards to include Employer, Address, reason, and that you & the person taking the prints, SIGN them.  Make sure the identifying information is correct, such as height, weight, etc, and matches what is on the e-QIP, Section 6.  Make sure you list “Other Names Used” & they match what is in e-QIP.  Fingerprint Cards are NOT REQUIRED for a Reinvestigation.
3. Q & L CLEARANCES:  All DOE clearances are Single-Scope Background Investigations (SSBI) which requires 10 years on information for both Q and L level clearances.
4. SECTION 1: use your full legal name (first, middle, last).  If you have a middle name, do not put only an initial.  If you have only a middle initial use the “I O” drop down to indicate that this is the case.
5. SECTION 5:  For women who are married, please mark the “maiden” box for your maiden name.  You must list all names used from former marriages regardless of timeframe.  If you have used more than one name, make sure to list them all – this includes nicknames (current or past), all previous marriages, etc. and provide dates used on each name listed.
6. SECTION 7:  Make sure this identifying information matches what is on the Fingerprint Cards.

7. SECTION 11:  For residences, investigators are looking for an immediate neighbor – one who is in visual range of your house.  If you absolutely can’t get a name and address from one of your neighbors, then include someone who knows you well and can verify – but be advised, they will still interview your neighbors, with or without your input.  Do not use PO Boxes, must list physical addresses.
8. SECTION 12:  For schools/colleges that you attended within the last three years, provide their street address as PO Boxes are not accepted – it’s easiest to call and ask for their shipping address, as Fed Ex doesn’t take PO Boxes either.

9. SECTION 13:  For Sandia National Labs:  SNL is a Federal Contractor, and the street address is 1515 Eubank Blvd. SE, Albuquerque, NM 87123.  Do not use PO Boxes and Mail Stops, as investigators don’t send letters. (This goes for all addresses.)  Also, always write out Albuquerque or any city name.

10. SECTION 13:  In the employment list, always put a supervisor name and phone number, even if they aren’t there anymore.  Use the company phone number here.  If the company has closed, put their address and information as of when you worked there, then comment that they are closed or have a new address, and provide it.

11. SECTION 14:  You must include your Selective Service Number.  If unknown, it may be obtained by calling (847) 688-6888 or 1-888-655-1825 and follow the instructions.  e-QIP has a link to the Selective Service Section that you can use to obtain your number.
12. SECTION 17:  For men who are married, please mark “maiden” next to your spouse’s maiden name.  All former spouses must be included whether living or deceased, and regardless of time frame.  For all former spouses, you must include all their information, including current address, and telephone number.  If you do not have any contact with former spouses in the comments section after each entry please put “NO CONTACT”.
13. SECTION 18:  Your Relatives – If you are married, separated, going through a divorce, but it is not yet final, you must include your Father-in-law and Mother-in-law (living or deceased) they are required.
14. SECTION 20C:  Foreign Countries you have visited.  Respond for foreign countries you have visited in the last 10 years (personal and SNL Business). Foreign Travel for Sandia National Labs is not considered “Official U.S. Government Business” and all SNL travel needs to be listed. 

15. SECTION 21:  Mental and Emotional Health.  You must go back a full 10 years for this section even though the form says 7 years.
16. SECTION 25:  Investigations and Clearance Record.   If this is a Reinvestigation and you currently hold a clearance, please answer “Yes” to this question and provide previous investigation information.
17. SIGNATURE PAGES:  Complete & sign all forms in Black Ink only.
What about all those forms that were attached?

Required forms:
3 Signature forms printed directly from e-QIP (Authorization for Releaseof Information, Authorization for Release of Medical, Signature form) Security Acknowledgement (2 pages signed) *(Place at which security acknowledgement is signed) Please put the City/State that you signed the form in.

Fair Credit Reporting Act (signature page only)


Fingerprint Cards (only return them if they were included in your packet, and if more than one was included, they are all needed so return them all completely filled out.).  Not required for a Reinvestigation.
As needed:
Foreign Residence (You have lived, worked or keep in touch with someone (relative or associate) in a foreign country).

Foreign Interest (If you have worked for a foreign company.)
Government of Canada and Australia forms (Only complete if you lived in the specific foreign country named in the last 10 years.)

All signature forms must be hand delivered or Fed Ex’d within 24 hours of releasing your packet in e-QIP.  You packet is not released to us until you get a screen that says, “Farewell, Thank You for Using the e-QIP system”.

Please feel free to call the Clearance Office if you have any additional questions concerning e-QIP.  If we can’t answer your call immediately, PLEASE LEAVE A MESSAGE, and we will get back to you.
Dial 284-3103, press 2 for the Clearance Office, then:
If this concerns a reinvestigation, press 5
If this concerns a new employee clearance, press 4
If this concerns a new contractor clearance, press 2

If this concerns a new consulant clearance, press 3

Revised January 27, 2009
Page 2 of 2

