For further information on this process
contact your local COTF.

Step by Step Guide

. Determine Need-to-Know

. Contact COTP to obtain “sponsorhip” and
required paperwork.

. Complete required paperwork and submit
to COTP

. USCG Security Center reviews paperwork,
and determines eligibility for investigation

. USCG forwards paperwork to the Office
of Personnel Management, who conducts
investigation

. If clearance is approved, Security Center
notifies COTP

. COTP provides access briefing and
administers non-disclosure agreement
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"HE HomeLanD SeEcurITY AcT
states that, “providing specific warning
information to State and local government person-
nel, agencies, and authorities, the private sector,
other entities, and the public” is a primary respon-
sibility of the Department of Homeland Security
{DHS), in coordination with other executive
agencies. The majority of information DHS shares
with the state and local government officials can
and will be communicated at the unclassified
level. However there are some instances that may
require these officials to access classified informa-
tion. Most of this information will be shared at the
Secret level, but access to any classified infor-
mation requires a federally sponsored security
clearance. This brochure describes the role and
importance of security clearances.

A SECRET SECURITY CLEARANCE may be granted
to those persons that have a “need-to-know”
national security information, classified at the
Confidential or Secret level. It is generally the
most appropriate security clearance for state and
local officials. The procedure is as follows: A
candidate who possesses the “need-to-know™ may
be nominated, or may request a clearance from
the Captain of the Port (COTP). The COTP spon-
sors that individual by assesting in the comple-
tion of the SF-86, credit release, and fingerprint
forms. Upon receiving the forms through the
Captain of The Port, the USCG Security Center
then performs record checks with various Federal
agencies and local law enforcement, as well as
areview of the applicant’s credit history. Once
favorably adjudicated for a Secret security clear-
ance, the candidate will be requested to sign a
Non-Disclosure Agreement.




