October 28, 2005

Checklist for getting a Federal ID badge

(for new employees and contractors)

Homeland Security Presidential Directive 12 (HSPD-12) requires all Federal employees and contractors (long-term) to have a standard ID badge.  Federal-wide standards are now in place, requiring consistent Personal Identity Verification (PIV) process.  Prior to issuance, the individual must successfully receive the FBI National Criminal History Fingerprint Check and the National Agency Check with Written Inquiries (NACI) must be initiated.  Following is a checklist of the items and steps required prior to issuance of a PIV credential.  The PIV Applicant and Sponsor should check off the items below to ensure readiness to receive a PIV credential (ID badge):

 FORMCHECKBOX 

Applicant and Sponsor:  Complete all items on the Personal Identity Verification (PIV) Request Form.

 FORMCHECKBOX 

Applicant:  Complete the Standard Form 85 (or alternate SF-85P or SF-86 as directed).  Sponsor:  Review for completion

 FORMCHECKBOX 

Applicant:  Bring two acceptable identity source documents in original form (not copies) – See attached sheet of acceptable documents:

· One must be a State driver’s license or other Federal Government photo ID

· The other must be from the list of acceptable documents on the attached sheet

 FORMCHECKBOX 

Applicant:  Appear in person in front of the PIV Registrar in the Office of Security and Emergency Planning (OSEP) in Room 6282, and present all the items listed on the PIV Request Form.

 FORMCHECKBOX 

Applicant:  After the FBI Fingerprint Check has been completed and is received by HUD, appear in person in front of the PIV Card Issuer (OSEP, Room 1102 – in the north lobby) to get your Federal ID badge.

