Pre-Employment Security Requirements Checklist
[bookmark: _GoBack]North Florida/South Georgia VA Healthcare System 

Your Name: ______________________________________

Your Position: ___________________________________

Contact Information:
North Florida/South Georgia VAMC, Gainesville FL 
HRMS, Personnel Security
NW 11th Place 
Gainesville, FL 32608
Phone: (352) 376-1611 Fax: (352) 271-4708
Personnel Security Specialist, Bryant Keister ext 6159
Personnel Security Assistant, Dwayne Gross ext 4776
Personnel Security Assistant, Shawn Davis ext 4414
Office Hours: Monday – Friday 8:00am – 4:30pm

Step # 1 – Background Investigation Paperwork – Complete the OF 306, resume, Electronic Fingerprint Verification Form, VA Form 0710 and Self Certification Form (if applicable) and provide to the Personnel Security Office.

Step # 2 – Pre-Employment Fingerprinting – Complete the pre-employment fingerprinting at your scheduled time or time of your physical and/or TB test and showed two (2) acceptable forms of ID per the PIV ID Documentation Criteria to the VA Police Service, PIV Office

Step 3 Electronic Questioner for Investigative Processing (eQIP) – Complete the eQIP application and return the corresponding signature forms: Certificate of Investigation, Authorization for Release of Information and Authorization for Release of Medical Information (if applicable) 
Step # 4 – Photo ID Badge – Completed Steps 1, 2 and 3 prior to your start date. Bring two (2) acceptable forms of ID per the PIV ID Documentation Criteria on your first day of work
