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1.  PURPOSE:  Prescribes procedures for the completion of a National Agency Check with Inquires security investigation.  This process results in a favorable outcome into the background of a prospective federal employee.

2.  APPLICABILITY:  This SOP applies to all activities serviced by a CPAC and a CPOC within the Department of the Army.

3.  PROCESSES AND RESPONSIBILITIES:  

a.  The Civilian Personnel Advisory Center is responsible for assisting and collecting the background information from an employee who is undergoing a National Agency Check with Inquiries.  The request should be submitted within 4 days of employee entrance on duty.  The CPAC reviews the request package to insure compliance with various operating instructions and guidance.  The CPAC then forwards a copy of the package to the local or servicing Security Office and the original request to the Office of Personnel Management.  Locally defined procedures may have the Security Office or some similar office fulfilling the role of the CPAC in processing a security check.  [Block 1]

b.  The Office of Personnel Management processes the security investigation.  Upon completion of the investigation, OPM provides an endorsement reflecting favorable results and returns the results of the investigation to the servicing Security Office.  [Block 2]

c.  The Security Office receives the notification package from OPM, prepares the supporting documentation in accordance with local procedures, and forwards the favorable results of the investigation to the servicing CPAC for final disposition.  [Block 3]

d.  The servicing CPAC receives the results from the Security Office, reviews the package, and forwards the results to the CPOC for processing in the appropriate record system.  [Block 4]

e.  The servicing CPOC receives the package from the CPAC, updates the Civilian Personnel Data System, and files the notice of results in the Official Personnel Folder.  [Block 5]

4.  REFERENCES AND RELATED DOCUMENTS:


a.  Guide to Processing Personnel Actions

