RETURN BY _____________

INSTRUCTIONS FOR COMPLETING FORMS FOR 

A FEDERAL BACKGROUND INVESTIGATION 
READ THESE INSTRUCTIONS CAREFULLY BEFORE COMPLETING THESE FORMS
A National Agency Check and Inquiry investigation is required to become a federal employee OR to receive access to USDA computer programs.  This investigation is conducted by the U.S. Office of Personnel Management and used to determine your final suitability for computer access.  The attached information sheet further explains this investigative process.

SF-85 - QUESTIONNAIRE FOR NON-SENSITIVE POSITIONS
· Begin with this form and follow directions carefully.  Fill in all blocks and do not leave blanks.  An Electronically fillable form is also available at the following web site:  http://contacts.gsa.gov/webforms.nsf/0/FC83C171AE71F90585256A730051C8AB/$file/sf85.pdf
· Pay close attention to item 9, your employment activities.  Begin with the present and work backwards in chronological order.  You must account for all periods of time for the past five years, whether employed or unemployed.  Used the appropriate code and do not leave out a single month.  Also, you must give supervisors and their addresses, zip codes and telephone numbers.  

SF-87- FINGERPRINT CHART
· Use black ink.
· Take this form to any office having fingerprint equipment, i.e. police department. 
· Both you and the official taking the prints need to sign the Fingerprint Chart.
· The box labeled “TITLE AND ADDRESS” refers to the person taking the prints. Please have    him or her fill in this box when you get your prints taken.
· The box labeled “POSITION TO WHICH APPOINTED” is your position title.

· The box labeled “DEPARTMENT, etc.,” put in “USDA, Natural Resources Conservation Service” and the city and state of your duty station.
· There may be a charge for this service.  Our agency does reimburse this expense if no free services are available.  Usually the cost is between $4 to $10.  You will need a receipt to process the reimbursement.  Request Form SF-1164 “Claim for Reimbursement” from your supervisor.  After you have completed and signed this form, then have your supervisor sign and submit it. 
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