
Procedures for Submitting Hardcopy Fingerprints Cards to OPM 
 
General 
 
The PSI-CoE receives and processes 1,500 hardcopy fingerprint cards a week in support of the 
background investigation submission process. To more effectively streamline the process, the 
PSI-CoE has coordinated a solution with OPM as the Army deploys electronic fingerprint 
machines to the field. Please follow the below instructions to send fingerprint cards to OPM. 
 
This new process DOES NOT apply to child care requests that are approved to be submitted 
through the PSI-CoE.  The PSI-CoE will continue to accept the hard copy FP cards for child 
care requests and submit all required documentation in one package to OPM for child care 
requests. 
 
SAC Processing and Valid SOIs 
 
All FP cards require a valid SOI in order to be processed. The SOI for clearances should be 
A334 (CCF). The SOI for suitability cases should be the SOI where the report of investigation is 
returned to. The appropriate SOI for all FP cards and investigations for Soldiers (Active, Guard, 
and Reserve) is A334 (CCF). If your organization does not have an SOI, please coordinate with 
your higher headquarters (MACOM, DRU, ASCC, or FOA) to determine the appropriate SOI.  
New SOIs should not be requested to implement the process.  
 
When using this process, the PSI-CoE will be able to see the SAC date in JPAS and the 
requester will receive the SAC results at the provided SOI mailing address. 
 
Note: In order for this process to work, a valid SOI with the correct address is required. 
To check the address on file for a particular SOI, call the OPM Agency Support Helpline 
at 724-794-5612, Extension 4600, and select the SOI/SON option.   
 
 
Fingerprint Completion and Submission Procedure 
 
1. Along with obtaining the subject’s fingerprints on the SF87 or FD258 cards, the following 
information must be completed correctly: 
 
Subject’s full name 
SSN 
Sex 
Race 
Height 
Weight 
Eyes 
Hair 
DOB 
POB (City and Country) 
Subject’s Signature 
 
Note: To avoid OPM rejecting the card back for missing or incomplete information, 
please verify all information is correct before mailing the fingerprint cards. 



 
2. Provide your organization’s SON, SOI, and IPAC on the front of the fingerprint card (see 
attached example). The SOI can be used as both the SON and SOI for the hard card fingerprint 
submission.  The SOI for clearances or military personnel should be A334 (CCF). The SOI for 
suitability cases should be the SOI where the report of investigation is returned to. If your 
organization does not have an SOI, you may use the SOI: A334. New SOIs should not be 
requested to implement the process.    
 
Note: It is very important that the correct mailing address for your SOI is on file at OPM.  To 
check the address on file for your SOI, call the OPM Agency Support Helpline at 724-794-5612, 
Extension 4600, and select the SOI/SON option. If your telephone number or mailing address 
for your SOI needs updating, use the PIPS Form 11. 
 
3. For multiple fingerprint cards, OPM recommends a manifest be included in each box. The 
manifest will assist in validating that all cards listed were received in the package. The manifest 
should include the following information (example spreadsheet attached): 
 
Subject’s Full Name 
SSN 
Date sent to OPM 
SOI/SON/IPAC 
 
4. All fingerprint cards and manifests should be forwarded to the following address: 
 
OPM-FIS 
Attn: FP-SAC Unit 
1137 Branchton Road 
PO Box 618 
Boyers, PA 16018 
 
Note: It is recommended that whatever shipping method your organization chooses to 
use to send the fingerprint package, it has a tracking capability that enables you to see 
the status of the package throughout the delivery process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Example Fingerprint Card  
 
 

Example OPM Fingerprint Manifest 
 
 

OPM Fingerprint Manifest 

Name  (Last,  First  Middle Initial) SSN Send Date IPAC SOI SON 

            

Doe, John NMN 111-11-1111 18 Jan 11 DA-Army A??? A??? 

            

 
 



 



 

 

 

 

 

 
 
 
 

 

 

 

1. NAM 
Full name in following order, LAST, 
FIRST, MIDDLE. Initials are NOT 
acceptable. If applicant has no middle 
name, enter NMN for the MIDDLE. 

2. SIGNATURE OF PERSON FINGER-
PRINTED 
Signature of person fingerprinted 
(legal name). 

3. DATE and SIGNATURE OF OFFICAL 
TAKING FINGERPRINTS 
Signature and date of OFFICAL taking 
fingerprints. 

4. SOC 
Applicants’ full social security 
number. 

5. SEX 
Enter “M” for male or “F” for female. 

6. RACE *NOT REQUIRED* 
Enter the applicable code: 
American Indian or Native -- I 
Asian or Pacific Islander -- A 
Black --    B 
White --   W 
Unknown or Other --   U 

 

 

 

 

 

 

 

 

 

 

 

 

7. HGT 
Must include three numeric 
characters. Enter applicant’s height in 
feet and inches. Do not use “or”. 
Example: 
 for 5’ 11” enter 511 
 for 6’ 1”    enter 601 
 
8. WGT 
Must include three numeric 
characters. Enter applicant’s weight in 
pounds. 
Example: 
 for 94 pounds – enter 094 
 for 186 pounds –enter 186 

9. EYES 
Must include three letter code:  

Color Code 
Black BLK 
Blue BLU 
Brown BRO 
Gray GRY 
Green GRN 
Hazel HAZ 
Maroon MAR 
Multicolored MUL 
Pink PNK 
Unknown XXX 

 

 

 

 

 

 
 

 

 

 
 

 
 
 
10. HAIR 
Must include three letter code: 

Color Code 
Bald BAL 
Black BLK 
Blonde or Strawberry BLN 
Brown BRO 
Gray GRY 
Red RED 
Sandy SDY 
White WHT 

 
11. POB (Place of Birth) 
Enter applicable state (US or Mexico) 
or province (Canada) from the POB 
listing. 

12. DOB (Date of Birth) 
Must include full DOB (xx/xx/xxxx). 
Enter applicant’s date of birth in order 
of month, day, and year. 
Example: 
January 1, 1965 =  01/01/1965 
October 31, 1983 = 10/31/1983 
 
13. IPAC/SOI/SON: 
Add to “Position to Which Appointed” 
IPAC: DA-Army, SOI:     , and SON:     . 
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10. HAIR 
Must include three letter code: 
Color Code 
Bald BAL 
Black BLK 
Blonde or Strawberry BLN 
Brown BRO 
Gray GRY 
Red RED 
Sandy SDY 
White WHT 

 
11. POB (Place of Birth) 
Enter applicable state (US or Mexico) 
or province (Canada) from the POB 
listing. 
 
12. DOB (Date of Birth) 
Must include full DOB (xx/xx/xxxx). 
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