Instructions for Use of DOE FACTS Questionnaire


1. Send DOE FACTS Questionnaire to ALL potential hires, at the same time you send them an Application Form.

2. Make sure the potential hire knows that this is NOT an optional form, and completion of the form is required by the Federal Government.

3. Once the form is returned, determine if the potential hire is a citizen of or born in one of the Terrorist-sponsoring countries (see list at http://www.lbl.gov/ehs/security/02intl_emp/countries_terr.html)  OR a citizen of or born in one of the Sensitive countries (see list at http://www.lbl.gov/ehs/security/02intl_emp/countries_sens.html)

4. If the potential hire is from either of theses two lists, indicate the host/supervisor or host division on the form.  This information is required for FACTS data entry.
5. Forward the DOE FACTS Questionnaire to the Counterintelligence Office (50A4112) for processing.  Questions on sensitive or terrorist-sponsoring country foreign nationals should be directed to securityUFVA@lbl.gov.  

6. If the potential hire is a citizen of or born in a terrorist-sponsoring country, inform the hiring manager that the candidate will not be allowed on site until the Lab receives DOE secretarial approval, which may take up to 90 days to process.  Please contact Maki Tabata (securityUFVA@lbl.gov or 486-7572) for additional information.
7. If the potential hire is a US National / Citizen, then you can shred the questionnaire when it is returned.  The DOE FACTS Questionnaire is NOT to be included in the potential hire’s employment file.

8. If the potential hire is NOT a US National / Citizen, and is NOT from one of the Sensitive Countries or from one of the Terrorist-sponsoring countries, then you can also shred the questionnaire when it is returned.
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