ELECTRONIC PERSONNEL SECURITY QUESTIONNAIRE (EPSQ)

INSTRUCTIONS

1.  YOU MAY COMPLETE THE EPSQ IN THE OFFICE OR BY DOWNLOADING THE PROGRAM FROM THIS CD.  IT WILL TAKE SEVERAL HOURS TO COMPETE THE EPSQ.  QUESTIONS SHOULD BE DIRECTED TO THE OSS, RALEIGH AT 1-866-300-3832.

2.  INSTRUCTIONS FOR DOWNLOAD EPSQ PROGRAM 2.2 VERSION

ACCESS CD EPSQ

     - DOUBLE CLICK THE EPSQ VERSION 2.2 ICON.

     - COMPLETE THE DOWNLOAD TO YOUR COMPUTER.

3.  INSTRUCTIONS FOR COMPLETION:
    A.  AT EPSQ SCREEN, SELECT.

CREATE; USER FORM:

*TYPE OF FORM – REQUEST FOR SECURITY CLEARANCE (SF 86)(LINE 1), OK

*TYPE OF INVESTIGATION – NATIONAL AGENCY CHECK (NAC OR NACLAC) (LINE2) OK

     B.  READ THE PRIVACY ACT STATEMENT; SELECT.

     C.  AT USER LOGIN, ENTER YOUR SSN AND PASSWORD (YOUR LASTNAME), VERIFY PASSWORD (YOUR LASTNAME), SELECT.

    D.  AT EPSQ LOGIN, SELECT DO YOU WANT TO CREATE THIS ENTRY – YES.

    F.  AT NAVIGATION, 1. PERSONAL INFORMATION (SF86), FOLLOW PROMPTS IN LOWER LEFT CORNER, SELECT NEXT OR PREVIOUS AS APPLICABLE.  ENTER NMN IF YOU DO NOT KNOW SOMEONE’S MIDDLE NAME.  STARTING WITH “PRES” AND MOVING BACKWARDS FOR 7 YEARS, ENTER DATE WITH NO DATE GAPS.  FOR SIMPLIFICATION, START WITH THE 1ST OF THE MONTH AND END WITH THE LAST DAY OF THE MONTH.  PAY ATTENTION TO EMPLOYMENT DATES AND WHERE YOU HAVE LIVED.  YOU WILL BE PROMPTED IF CERTAIN INFORMATION IS INCORRECT.

    G.  FOR BLOCK #18 (SELECTIVE SERVICE NUMBER), SELECT “YES”.  YOU  WOULD ATTEMPT TO FIND OR LOCATE YOUR SELECTIVE SERVE NUMBER.  IF YOU CAN NOT LOCATE NUMBER, YOU MAY ACCESS UTILIZING THE FOLLOWING WEBSITE:  HTTP://WWW.SSS.GOV/REGVER/VERIFICATION1.ASP.  IF UNABLE TO LOCATE, SELECT “NO” AND STATE “AM JOINING THE U. S. MARINE CORPS”.

     H.  AT REQUEST FOR SECURITY CLEARANCE – MODULE LIST, SELECT “EXIT”.

4.  INSTRUCTIONS FOR VALIDATION PROCESS

     A.  ON MENU BAR ABOVE SELECT “VALIDATION”, SELECT “USER FORM”, TYPE “SSN”, “SELECT”.  IF ERRORS ARE INDICATED SELECT PRINTER.  PRINTOUT WILL IDENTIFY LOCATION OF ALL ERRONRS.  ALL ERRORS MUST BE CORRECTED PRIOR TO PRINTING AND SUBMITTING TO THIS OFFICE.  AFTER EACH CORRECTION HAS BEEN CORRECTED YOU MUST COMPLETE THE ABOVE PROCEDURES UNTIL NO ERRORS ARE IDENTIFIED.  WHEN NO ERRORS ARE FOUND SELECT “OK”.

     B.  VALIDATION REPORT SCREEN – SELECT “OK”.

     C.  REPORT OPTIONS – SELECT “EXIT WITHOUT SAVING VALIDATION REPORT, OK”.

5.  INSTRUCTIONS FOR SAVING EPSQ ON  DISK.   SELECT “COMMUNICATIONS” THEN SELECT “TRANSMIT USER FORM TO SUBJECT/SECURITY OFFICER”.  CREATE NAME USING YOUR LASTNAME.  EXTENSION MUST BE .ZDB; E.G., MARINE.ZDB.  SELECT “DRIVE A, OK”.
6.  INSTRUCTIONS TO SUBMIT ELECTRONICALLY TO THIS OFFICE

     A.  EMAIL TO OSS, RALEIGH AS AN ATTACHMENT.  FORWARD TO FOLLOWING EMAIL ADDRESS MCCURDYWJ@MARINES.USMC.MIL OR HESENERJL@MARINES.USMC.MIL OR MIROWICZM@MARINES.USMC.MIL OR DAVISSD@MARINES.USMC.MIL.

     B.  PRINT THE EPSQ DOCUMENT, SIGN ALL RELEASES AND MAIL ORIGINALS WITH EPSQ COVERSHEET  AND RETURN THIS CD TO THE FOLLOWING ADDRESS:  

    U.S. MARINES

    OFFICER SELECTION TEAM

    505 OBERLIN ROAD, SUITE 151

     RALEIGH, NC 27605

    C.  IF YOU HAVE ANY QUESTION CONCERNING THE ABOVE INSTRUCTIONS PLEASE CONTACT MR. MCCURDY AT (866) 300-3832 OR EMAIL: WWW.MCCURDYWJ@MARINES.USMC.MIL.

