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 Operated for the U.S. Department of Energy’s 
 by Sandia Corporation 

Paulette M. Solis 
Manager  P.O. Box 5800, MS-1475 
Personnel Contract Clearances & FIO Albuquerque, NM  87185-1475 

Phone:  (505) 844-5378 
Fax: (505) 844-9739 

CONTRACTOR PRE-PROCESSING BACKGROUND REVIEW CERTIFICATION 

APPLICANTS INFORMATON 
Last Name First Name Middle Name 

Social Security Number Date of Birth Company Name 

PRE-PROCESSING BACKGROUND REVIEW 
In accordance with DOE Acquisition Regulation 952.204-2 Security Clause, all requests for initial access 
authorizations (i.e., security clearance) must include thorough review of an uncleared applicant to make a 
determination as to whether it is appropriate to select them to a position requiring an access 
authorization.  This form serves as certification that necessary background review requirements were 
conducted. 

Complete this form in its entirety and retain internally.  This form must be made available upon request 
by Sandia National Laboratories. 
Credit Check. 
Date conducted: Entity name: 
Verification of any high school diploma obtained within the past five years, and degrees or 
diplomas granted by an institution of higher learning. 
Date conducted: Entity name: 

N/A degree or diploma not granted within the past 5 years. 

Contact listed personal references. 
Date conducted: Personal Reference (1): 
Date conducted: Personal Reference (2): 
Contact listed employers for the last three years. 
Date conducted: Entity name: 
Date conducted: Entity name: 
Date conducted: Entity name: 

N/A employed at current company for the last three years. 

Local law enforcement checks when such checks are not prohibited by state or local law or 
regulation and when the individual resides in the jurisdiction where the contractor is located.  

Date conducted: Entity name: 

Name (Print) Date 

I, the undersigned Company Official, certify that all information provided on this form was 
reviewed and evaluated in accordance with all applicable laws, regulations, and Executive Orders, 
including those governing the processing and privacy of the individual’s information, and in 
accordance with ___________________________________ personnel policies. 

Signature
 

(Company Name)

 OUO/PII (when completed)



SF 2730-CIV (04-2016) Supersedes (10-2013) Issue OUO/PII (when completed) 

OUO/PII 
This form should be protected as Official Use Only and Personally Identifiable 
Information upon completion. 

Applicable 
Laws, 

Regulations, 
and Executive 

Orders 

Per 48 CFR 952.204-2 Security, the Contractor must conduct a background review of 
the checks listed on the previous page. In collecting and using this information to make 
a determination as to whether it is appropriate to select an uncleared applicant or 
uncleared employee to a position requiring an access authorization, the Contractor must 
comply with all applicable laws, regulations, and Executive Orders, including those: 
(A) Governing the processing and privacy of an individual's information, such as the
Fair Credit Reporting Act, Americans with Disabilities Act (ADA), and Health 
Insurance Portability and Accountability Act; and (B) prohibiting discrimination in
employment, such as under the ADA, Title VII and the Age Discrimination in
Employment Act, including with respect to pre- and post-offer of employment disability
related questioning.

Contractor 
Badge 

Request 

All clearance requests must be initiated via the online Contractor Badge Request 
(CBR) application and include the following two forms available on the 
FSO Tool Cart or by clicking on the documents below. 

1) PERSEC F 5633.33, NNSA Personnel Security Clearance Action  Request
2) DOE F 5631.18 Security Acknowledgment Form

Complete these forms and submit (i.e. upload) as part of the CBR.  Cleared badge 
requests without these two forms will be rejected. 

Records 
Maintenance 

All records and information pertaining to applicant and employee access authorization 
matters, including copies of security forms and information collected from the conduct 
of pre-processing investigation verification checks, must be protected against 
unauthorized disclosure [Privacy Act of 1974 (5 U.S.C 552a)]. Information collected by 
the contractor for access authorization processing must not be used by the contractor 
for any purpose other than that for which it is intended and must not be provided 
to non-contractor employees or any other entity or organization without prior approval 
from the DOE processing personnel security office. 

References 
DOE O 472.2, Personnel Security (Attachment 1, Contractor Requirements Document) 

DEAR 952.204-2 Security Clause 

SNL/NM Personnel Security Clearance Office 
Secure Fax: (505) 844-9739 
Email:   clearance-nm@sandia.gov 

SNL/CA Visitor Control Office 
Secure Fax: (925) 294-1330 
Email:  clearance-ca@sandia.gov 

OUO/PII (when completed) 

http://www.sandia.gov/FSO/clearances.htm
http://www.sandia.gov/resources/employees/corporate_forms/_assets/documents/PERSEC%205633.33.pdf
http://www.sandia.gov/FSO/docs/DOEf563118.pdf
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