

DD Form 2875 completion requirements

Type of Request: (Initial, Modification, Deactivate)
Date:   The date the request is made.
System Name:  Account/access being requested.
Location:  Physical location of system(s).

Part I – to be completed by Requestor

1) Name:   Requestor’s name.
2) Organization:  (CTNOSC/ANOSC/RCERT, etc.)
3) Office Symbol:  (NETC-SFD, etc.)
4) Phone Number:  DSN or Commercial
5) Official E-mail Address:  AKO email address
6) Job Title and Grade/Rank:  Job title
7) Official Mailing Address:  N/A; leave blank
8) Citizenship:  (US, Foreign National, other)
9) Designation of Person:  (Requestor’s info) Military/Civilian/Contractor
10) IA Training and Awareness Certification:  Checkmark and date of training
11) Signature:   Requestor’s signature
12) Date:  Date of Requestor’s signature



Part II – to be completed by Supervisor/Team Lead & IASO

13) Justification for Access:  Self-explanatory
14) Type of Access Required: (Authorized=Regular user), (Privileged=Admin user)
15) User Request Access to:  List NIPR or SIPR accounts/access(es) requested
16) Verification of Need to Know:  Team Lead/Section Lead or IASO
16a) Access Expiration Date: Contractors must specify contract number/expiration date
17) Supervisor’s Name Print:  Self-explanatory
18) Supervisor’s Signature: Signature of Team Lead/Section Lead
19) Date:  Date Supervisor signs
20) Supervisor’s Organization/Department: Example=2nd Signal Center/Network
20a) Supervisor’s Email Address:  AKO email address
20b) Phone Number:  Supervisors phone number
21) Signature of Information Owner/OPR:  N/A; leave blank
21a) Phone Number:  N/A; leave blank
21b) Date: N/A; leave blank
22)  Signature of IAO or Appointee:  This must be a  NSC Portal registered IASO
23) Organization/Department:  C-TNOSC, etc.
24) Phone Number:  DSN or commercial
25) Date:  Date IASO signs
26) Name:  Requestor’s name
27) Optional Information:  List of accounts/special instructions, etc

Part III – to be completed by IASO/Security Manager from user’s JPAS information

28) Type of Investigation:  SSBI/NACLC/PPR
28a) Date of Investigation: Date of completion of investigation
28b) Clearance Level: (Interim/Secret/Top Secret)
28c) IT Level Designation: Level I/II/III
29) Verified by(printed):  IASO/Security Manager
30) Telephone Number:  IASO/Security Manager
31) Security Manager’s Signature:  IASO/Security Manager
32) Date:  Date IASO/Security Manager signs 


Part IV – Leave Blank


Highlighted items above are not required for DELETE actions.






Requests will be rejected if:
1. The requesting individual is the same person signing as Supervisor or IASO.  The requesting individual cannot be the same person as the Supervisor/IASO.  The Action Request Center (ARC) will notify the user of the improper submittal and the ticket will be cancelled.

2. The signature date of IASO is older than 30 days from the actual request date.   The ARC will contact the user, notify them of the outdated information and the ticket will be cancelled.   

3. Any of the required fields listed above on the DD Form 2875 are incomplete.  The ARC will contact the user, notify them of the missing information and the ticket will be cancelled.   
4. The IASO is not already registered with the NSC Portal.  The ARC will contact the user and will attempt to assist the user in identifying a NSC Portal registered IASO and the ticket will be cancelled.   
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