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Process Overview:   
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Before You Start:   
The AO/AT ensures (or enters it, if it’s missing) any position or personal information that is required by DPSAC 
for the investigation and badge issuance process.   
 
Position Information: 

 Servicing AO  
 Supervisor  
 Project Officer (if badge holder is a contractor)  
 Form NIH 2866 (information can be obtained 

from your Supervisor or Project Officer) 
 New expiration date (the maximum is five years)
 CAN (Common Accounting Number)  

Personal Information: 
 Legal Name (supported by an I-9 document) 
 Gender (M or F) 
 Country of Citizenship  
 SSN (9 digits) 
 Date of Birth (DOB) 
 Country of Birth  
 City of Birth  
 State of Birth (if born in the United States) 

Note:  There may be some exceptions to the above process that will need to be addressed on an individual basis.


