
UNITED STATES DEPARTMENT OF AGRICULTURE 
Farm Service Agency 
Washington, DC 20250 
 
For:  FFAS Employees 
 

Emergency Preparedness Division (EPD) Personnel Security Transition 
Approved by:  Deputy Administrator, Management 

 
 
1  Background Investigation Transition 

A Background 
 
HRD in Washington, DC, and Kansas City, MO, has been responsible for all personnel 
security functions for all FFAS employees serviced by those locations.  As part of creating 
EPD that is located in Washington, DC (EPD-WDC), and Kansas City, MO (EPD-KC), all 
personnel security functions are scheduled to transition to EPD on October 1, 2010. 
 
To meet OPM requirements, paper versions of SF-85’s, SF-85P’s, and SF-86’s will no longer 
be accepted.  Instead, the Electronic Questionnaires for Investigations Processing (e-QIP) 
system will be used to initiate background investigations. 
 
All employees hired require a favorable OF-306 and pre-employment fingerprint 
adjudication before establishing an enter-on-duty date.  The only exception is when an 
employee is promoted or reassigned within the same Agency, such as FSA, FAS, or RMA.  
Employees moving from FSA CO to GS must be fingerprinted for IT security reasons. 
 

B Purpose 
 
This notice informs all FSA State Offices and other employees serviced by HRD in 
Washington, DC, and Kansas City, MO, that effective October 1, 2010, EPD will: 
 
 remind State and County Offices that all new hires must have a National Criminal 

History Check using SF-87 before starting work and individuals who will be employed 
longer than 6 months require at least a National Agency Check With Inquiry (NACI) 
background check 
 
Note: NACI is initiated after employee starts work, while fingerprints are checked 

before entry-on-duty. 
 
 begin performing pre-employment SF-87’s for all FFAS employees 

 
Note: This notice does not apply to contractors. 

 
Disposal Date 
 
January 1, 2011 

Distribution 
 
All FAS, FSA, and RMA Employees; State 
Offices relay to County Offices 
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1  Background Investigation Transition (Continued) 
 

B Purpose (Continued) 
 
 initiate background investigations for all FFAS employees, except FAS employees 

requiring a security clearance, for example, confidential, secret, or top secret clearances 
 
 only submit background investigations to OPM using the e-QIP process (no paper 

SF-85’s, SF-85P’s, or SF-86’s will be accepted) 
 
 adjudicate all investigation results for nonsecurity clearance investigations, for example, 

NACI 
 
 coordinate suitability with FSA State Offices and HRD, Employee/Labor Relations and 

Benefits Branch (ELRB), as needed 
 
 perform administrative tracking and processing associated with these processes. 
 

Note: These processes do not apply to contractors, interns, or volunteers. 
 

2  Implementation Actions  
 

A FSA State Office Actions 
 
Pre-employment Fingerprint and Adjudication shall be handled as follows: 
 
 for CO positions, the FSA State Office will submit selectee’s SF-87, FSA-786 

(Exhibit 1), FSA-787 (Exhibit 2), resume or FSA-675, and OF-306 to EPD-KC for 
processing at the following address: 
 

EPD 
BEACON FACILITY - MAIL STOP 8388 
9240 TROOST AVENUE 
KANSAS CITY, MO 64131 
Telephone:  816-926-6689 

 
Notes: OF-306 should be acceptable to State Office human resources contact before 

submission of security package to EPD-KC. 
 
After fingerprints are adjudicated, EPD-KC will alert ITSD and the FSA State 
Office as to the preliminary suitability of the selectee. 
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2  Implementation Actions (Continued) 
 

A FSA State Office Actions (Continued) 
 
 for Federal positions, the FSA State Office will submit selectee’s OF-306 to HRD for 

review and approval. 
 
Note: After approved, HRD will initial OF-306 and return it to the State Office.  The 

State Office will send OF-306, SF-87, FSA-786 (Exhibit 1), and resume or 
OF-612 to EPD-KC for processing.  After fingerprints are adjudicated, EPD-KC 
will alert ITSD, HRD, and the State Office as to the preliminary suitability of the 
selectee. 
 

Note: After finding criminal activity on the selectee’s fingerprint results that should have 
been recorded on his/her OF-306, EPD-KC adjudicator will contact the appropriate 
offices listed in this subparagraph, including ELRB if necessary, to discuss findings.  
After consulting with all parties involved, including selectee, it will be determined if 
the selectee is suitable for employment. 

 
FSA Administrative Officers and Executive Officers will receive instructions by e-mail in the 
coming days. 
 
All fingerprints for State and County Offices will be processed by EPD-KC, and all 
investigations will be processed in EPD-WDC.  However, all field paperwork will be sent 
to EPD-KC.  States will now submit SF-87’s and OF-306’s, resumes, and FSA-786’s 
(Exhibit 1) by FedEx to: 

 
KC-EMERGENCY PREPAREDNESS DIVISION 
BEACON FACILITY - MAIL STOP 8388 
KANSAS CITY, MO 64131 
Telephone:  816-926-6689. 
 

If FSA State Offices have any questions, contact EPD according to paragraph 3. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9-16-10      Page 3 



Notice AO-1477 
 
2  Implementation Actions (Continued) 
 

A FSA State Office Actions (Continued) 
 
For background investigations, instead of submitting SF-85’s, FSA State security contacts 
will submit FSA-786 (Exhibit 1) to EPD with the information necessary to initiate the 
employee in the e-QIP system. 
 
After EPD receives FSA-786, and after the fingerprints results are successfully adjudicated, 
the selectee will be invited to the e-QIP web site and receive instructions on completing the 
electronic SF-85. 
 
Note: To assist new employees and expedite completing their electronic SF-85, servicing 

offices will include a link to the SF-85 worksheet in their Official Offer Letter.  After 
the employee has been initiated in e-QIP, EPD-WDC will send an e-mail to the 
employee with instructions on how to complete SF-85. 

 
B EPD Personnel Security Office Actions - National Office-Based Employees 

(Non-State and County Office) 
 
For all offices serviced by HRD in Washington, DC, and Kansas City, MO, EPD will now 
complete pre-employment fingerprinting and adjudication, as follows. 
 
IF employee is located in… THEN office will now be serviced by… 
FAS , FSA, and RMA office 
that is located in the 
Washington, DC, metropolitan 
area 

EPD-WDC and should contact either of the following for 
pre-employment fingerprinting: 
 
 Renea Morton by telephone at 202-720-1607 
 Mike Hill by telephone at 202-690-4767. 

FSA and RMA offices outside 
the Washington, DC, 
metropolitan area, including the 
following: 
 
 Kansas City, MO, RMA 

Regional Offices 
 
 St. Louis, MO 
 
 APFO 

EPD-KC and should contact either of the following for 
pre-employment fingerprinting: 
 
 Carmen Pitts by telephone at 816-926-6112 
 Don Butler by telephone at 816-926-1679. 

 
Note: Submit SF-87’s to EPD-KC using FedEx to the 

following address: 
 
KC-EMERGENCY PREPAREDNESS DIVISION
6501 BEACON DRIVE, ROOM 109 
KANSAS CITY, MO 64133-4676 
Telephone:  816-926-1714. 
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2  Implementation Actions (Continued) 
 

B EPD Personnel Security Office Actions (Continued) 
 
After fingerprints are adjudicated, EPD will alert ITSD and the submitting HRD official as to 
the suitability of the selectee. 
 
EPD-WDC will initiate all employees, except FAS employees that require a security 
clearance (confidential, secret, and top secret) in the e-QIP system for the background 
investigation to be completed, except employees physically located in Kansas City, MO.  
EPD-KC will initiate Kansas City, MO, employees.   
 
New employees will have 10 workdays from date of initiation to complete the information in 
the e-QIP system. 
 
EPD will review and adjudicate all SF-85 investigations. 
 
Note: To assist new employees and expedite completing their e-QIP SF-85/SF-86, servicing 

offices will include a link to SF-85/SF-86 worksheet in their Official Offer Letter.   
After the employee has been initiated in e-QIP, EPD-WDC will send an e-mail to the 
employee with instructions on how to complete the e-QIP SF-85, SF-85P, and SF-86.  
 

3  Contacts 
 
A EPD Contacts 

 
If there are any questions about this notice, contact any of the following: 
 
 Jerry Epting, EPD Director, by either of the following: 

 
 e-mail to jerry.epting@wdc.usda.gov  
 telephone at 202-720-7696 
 

 Josh Bornstein, EPD Deputy Director, by either of the following: 
 
 e-mail to josh.bornstein@wdc.usda.gov 
 telephone at 202-690-4770 
 

 Arthur Greene, EPD Kansas City Chief, by either of the following: 
 
 e-mail to arthur.greene@kcc.usda.gov 
 telephone at 816-926-1714. 
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       Notice AO-1477 Exhibit 1 
 
Example of FSA-786 

 
The following is an example FSA-786. 
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       Notice AO-1477 Exhibit 2 
 
Example of FSA-787 

 
The following is an example FSA-787. 
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