Helpful Hints for Completing the Suitability Process:
1. To avoid delays in processing requests, use your Employment Network (EN) CONTRACT or Blanket Purchase Agreement (BPA) # SS00-xx-Exxx or 0600-xx-Exxx in all correspondence with the Social Security Administration (SSA).  This includes e-mails, cover sheets, and suitability packages.

2. Fax applicant suitability requests to 410-966-0640. Your cover sheet must include:

·         BPA #;
·         Applicant Name;
·         Applicant Social Security Number (SSN);
·         Applicant Date of Birth;
·         Applicant Place of Birth; and
·         Point of Contact Information.

After you submit the above, an eQIP invitation will be sent to the Point of Contact.  If the signatory authority is not involved in daily Ticket to Work (TTW) program activities, alert him or her to watch for the eQIP invitation. This is to avoid unnecessary delays.
3. In order to receive eQIP invitations and/or correspondence regarding suitability, add dchr.ope.css@ssa.gov  and @ssa.gov to your safe sender list in your e-mail mailbox. This is to prevent these e-mails from going into your Spam or Junk Folder. 
4. PLEASE NOTE:  All ENs are required to register in the Electronic Questionnaire for Investigations Processing (eQIP) System.  This questionnaire will begin your background investigation.  You may find it helpful to review the information contained in the “Quick Reference Guide for eQIP Applicants” and “Frequently Asked Questions” prior to starting the questionnaire.  Once you complete the questionnaire, you should contact your company point-of-contact for further instructions.  Your background investigation cannot begin until we receive all required information.  

5. When you receive the eQIP link, you must login within seven (7) days after you receive the invitation to work out any log in issues.  After the initial login, you will have 15 days to complete the process before the link will expire.  If the link expires, you will have to start the process over again from the beginning.  
6. Make sure that your name, date of birth, place of birth, and SSN match your “Golden Questions/Answers” in eQIP.  This is generated from the cover sheet sent to the Suitability Department.
7. Report eQIP logon issues immediately to ENService@ssa.gov.  We will address such issues within 24 hours.  Make sure to include the reasons for unsuccessful login and/or “Golden Answers.”
8. VERY IMPORTANT: Insert a cover sheet with your complete suitability package when mailing.  This cover sheet must include your EN BPA # SS00-xx-Exxx, applicant(s) name and EN contact person for questions.  

Your completed suitability package must include:
·         eQIP signature pages;
·         Form 306 - Declaration for Federal Employment;  
·         Fair Credit Reporting Act (FCRA) authorization form; and 
·         Fingerprint cards (FD-258).

Mail the completed suitability package by traceable mail (i.e., FedEx, UPS, or USPS Certified) to: 

Social Security Administration
CPSPM Suitability Team 
6401 Security Boulevard
Annex Building Room 2601
Baltimore, MD  21235

If you have any problems, please send an email to ENService@ssa.gov. Thank you.
