Checklist for Hiring and Terminating 
Personnel Security Clearances (PCL)
Use this checklist as a starting point to create your own checklist 
Hiring New PCL:

1. Pre-Employment Offer (2-205)

2. Verify of U.S. Citizenship/Acceptable Proof of Citizenship (2-207/208)

3. Local Records Check, if applicable
· If your organization conducts background checks for all employees 
4. Provide a Privacy Notification in writing to employee prior to viewing Questionnaire for National Security Positons (SF 86) (2-202a)

· Create a privacy notification and keep it on file for current and future use.
· View SF 86 for accuracy and not content.  
5. Start coordinating employee’s electronic fingerprinting procedures.
6. Via JPAS

1. Create a JPAS Record and Person Category.  
2. In-Process the employee into PSM Net.
3. Open an investigation: Electronic Questionnaires for Investigations Processing (e-QIP) (SF 86) for employee.
7. SF 86 is completed by employee. 
· The FSO or designated contact person reviews the SF 86 for accuracy and completion.
· Provides the employee with a copy of SF 86 for their records.
· In addition, the FSO or designated contact person retains a copy of the employee’s SF 86 and all signed Signature Release Forms until the final eligibility is granted. 
8. Release the SF 86 for submission and the employee provides the signed Signature Release Forms to the FSO or designated contact person.
9. The SF 86, signed Signature Release Forms, and electronic fingerprints are all properly received and submitted to OPM. 
· Submitted electronic fingerprints and monitor JPAS to ensure employee’s investigation is opened by OPM. 
10. Monitor notifications via JPAS for interim eligibility to be issued.
11. Provide an Initial Security Briefing covering the required topics (3-106)
12. Execute SF 312.  
· Ensure on the SF 312, a witness signature and date is the same date as the employee signing the agreement.
· The FSO signs in the area on behalf of the government block.  
· FAX or mail SF 312 to PSMO-I (verify fax # or address-Hanover, MD).  If mailing, first make copy, mark it as “COPY” and place in employee’s file folder (3-105).  If faxing, mark date faxed, then file SF 312 in employee’s file folder.
13. Once interim eligibility is granted via JPAS, add SF 312 date and indoctrinate to the appropriate level based upon the eligibility.
14. Send Visit Request via JPAS, if applicable (6-104)
Note:
· Once Final Eligibility is granted, Destroy SF 86 and Signed Signature Release Forms (2-202b)
· If employee already has an eligible PCL, skip to step #11 above.
Terminating Employee with a PCL:

1. Debrief Employee on SF 312 (3-108).   
· Can be done In-Person or by Phone.
2. In JPAS (3 steps):
· Debrief
· Out-Process
· Separate with Separation Date (Very important step, do not forget).  
· Copy SSN, paste into “Select Person” area and then select “Display Maintain Person” button.  Select Separation Code, Date and Save.
3. Cancel any Active Visit Request via JPAS.
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               Disclaimer: This document is a guide; use it to suit your facilities’ needs.

