RAO Security and Background Investigation Procedures 
(SF-85 – Questionnaire for Non-sensitive Positions and Fingerprints)
Current security regulations require that all civilian employees maintain an up-to-date background investigation to get access to the Corps’ computer systems.  In many installations the background check is also required to obtain a Common Access Card (CAC).

Most Federal employees completed a background investigation when they first started working for the Federal Government and possibly at periodic intervals after that.  However, the current Army requirement is that you must have a current acceptable background check appearing in the Joint Personnel Adjudication System (JPAS) database, in order to be granted access to Army computer systems. 
You will not have an active background check in JPAS if any of the following have occurred:

· Your background check is more than 15 years old

· You have had a break in service of over 24 months

· You worked for an agency that did not use the JPAS database

If  you do not have an approved background investigation showing in JPAS, you will need to do the following as part of the employment In-Processing actions, before you can be hired into the RAO program:.

· Submit a completed current SF-85, Questionnaire for Non-sensitive Positions

· Provide a copy of  fingerprints on an SF-87 Fingerprint Card
· Submit an OF-306, Declaration for Federal Employment

NOTE:  YOUR APPOINTMENT DATE WILL BE DELAYED UNTIL YOU PROVIDE THESE DOCUMENTS.  If you are already on the rolls and your background investigation expires you may be required to submit an update.
The following are step-by-step instructions for submitting the required forms and fingerprints.

1.   SF-85 and OF-306 – These forms may be accessed at http://www.hecsa.usace.army.mil/HR/Annuitants.htm along with other application forms.  There are also links under the ‘Forms’ section of this website. All applicable sections of the forms must be completed.
2.   Fingerprints – You must obtain a copy of your fingerprints using a fingerprint card such as an SF 87.  You may be fingerprinted at a local law enforcement agency, a Corps District Office or at a military installation.  We recommend that you call first to determine whether the agency provides this service and if so, at what times it is available.  Some locations may not use the paper fingerprint forms.  If that occurs, request a blank SF-87 form from your CPAC (HR) contact.
3.   Delivery to the Corps RAO Office – You must use a commercial delivery service such as FEDex or UPS to send the completed SF 85, fingerprint cards (2 required) and OF 306 to the Corps RAO Office.  Do not send this information via the United States’ Postal Service.  The mail irradiation process currently in use at Headquarters USACE can deteriorate the paper and could ruin the fingerprint cards.  
Applicants must bear the cost of fingerprinting and sending the information as a condition of employment.
The completed fingerprint cards and SF 85 must be sent by commercial carrier to the attention of your CPAC contact at:

              
Department of the Army


U.S. Army Corps of Engineers


Attn:  CEHEC-CP

441 G Street NW


Washington, DC 20314-1000
