DD FOrRM 2875 (DD2875)

System Authorization Access Request (SAAR)
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Help Reference Guide

Visible Error Solution

PART | (To be campleted by Requaster)
1. MAME (Las!, Firsf, Midtia Initis) 2. ORGANEZATION

Missing Entry. Part of the user's name is
missing. Enter the full name (last name,
first name, middle initial).

2461 — 1. Full Name not
entered.

2462 — 1. Validate User's
Name is in a correct
format. First name is
missing.

Missing Entry. Part of the user's name is
missing. Enter the full name (last name,
first name, middle initial).

2463 — 1. Validate User's
Name is in a correct
format. Last name is miss-

Missing Entry. Part of the user's name is
missing. Enter the full name (last name,
first name, middle initial).

ing.
2464 — 2. Organization Missing Entry. The Organization name is
not entered. missing. Enter the name of the Organization.

ODASD (Logistics) DPAS Helpdesk

under A&S Sustainment 1-844-843-3727
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3. OFFICE SYMBOL/DEPARTMENT

4. PHONE [DSN o Commereial)

2465 — 3. Office Sym-
bol/Department not
entered.

2466 — 4. Phone not
entered.

Missing Entry. The Office Symbol or Depart-
ment is missing. Enter either the office sym-

bol or department.

Missing Entry. The phone number is missing.
Enter either the DSN or commercial phone

number.

.
5. OFFICIAL E-MAIL ADDRESS

E. JOE TITLE AND GRADE/RAMNK

2467 — 5. Email Address
not entered.

2470 — 6. Grade/Rank
possibly not entered for
MILITARY designation.

2469 — 6. Job Title and
Grade/Rank not entered.

ODASD (Logistics)

under A&S Sustainment

Missing Entry. The email-address is missing.

Enter the email address.

Missing Entry. The Job Title entered is a mil-
itary title, and requires a grade and/or rank.
Enter the grade and/or rank for this military

job title.

Missing Entry. The job title and grade / rank
is missing. Enter a job title and a grade

and/or rank.

DPAS Helpdesk
1-844-843-3727
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7. OFFICIAL MAILING ADDRESS

B. CITIZENSHIP
| us

| oTHER

FN

9. DESIGNATION OF PERSON
| MILTARY | | CIVILIAN

| CONTRACTOR

2472 — 7. Missing Zip
Code.

2471 — 7. Official Mailing
Address not entered.

2473 — 8. Citizenship not
entered.

2474 — 8. Citizenship set
to non US and Block 27
missing statement that
contract is in compliance.

2475 — 9. Designation of
Person not entered.

ODASD (Logistics)

under A&S Sustainment

Missing Entry. The ZIP Code is missing.

Enter the ZIP Cb.

Missing Entry. The mailing address is miss-
ing. Enter the official post-office approved

mailing address.

Missing Entry. The citizenship is missing.
Enter the citizenship by choosing the appro-

priate check-box.

Invalid Entry. Block 8 and Block 27 do not
match. Either fix Block 8 to the
US citizenship check-box, or fix Block 27.

Missing Entry. The Designation of Person is
missing. Enter the Designation of the Person
by choosing the appropriate check-box.

DPAS Helpdesk
1-844-843-3727
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: | have completed the Annual Cyber Awareness Training.  DATE [¥yyyAMD0)

10. & TRAINING AND AWARENESS CERTIFICATION REQUIREMENTS [Compiele 88 requinsd for user or funciions! level Sccess.)

11. USER SIGNATURE

12. DATE [¥¥vylmadDo)

Missing Entry. The check-box and date for
2476 — 10. IA Training the Awareness Certification are missing.
not completed. Enter the appropriate information. Ensure
the date is in the YYYYMMDD format.

Missing Entry. A signature of the user is miss-
2478 — 11. User Sig- ing. Sign (block 11) and date (block 12) the
nature missing. document. Ensure the date is in the

YYYYMMDD format.

2479 — 11. User Sig- Invalid Entry. The signature and date must
nature was signed more be within the last 12 months. Sign and date
than 1 year ago. Sign the document again. Ensure the dateis in
date of: {0}. the YYYYMMDD format.

ODASD (Logistics)

under A&S Sustainment

DPAS Helpdesk
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PART Il ENDORSEMENT OF ACCESS BY INFORMATION OWNER, USER SUPERVISOR OR GOVERNMENT SPONSOR
{If individual is & cantractor - provide company name, cantract awnber, and dale of contrac! expiralion i Block 16.)

13. JUSTIFICATION FOR ACCESS

Missing Entry. A justification for this access
is required. Enter a reason this access is
required.

2480 — 13. Justification
not entered.

14. TYPE OF ACCESS REQUESTED
| auTHoRIZED [ | PRIVILEGED

2482 — 14. Both Author- Invalid Entry. Both check-boxes are marked.
ized and Privileged is Check a single check-box - either Authorized
selected. or Privileged.

NOT AN ERROR. Information - This SAAR
is marked Privileged. Therefore it must be
reviewed and signed and dated by the
ISSM. Ensure the dateisinthe YYYYMMDD

2483 — 14. Privileged
selected. The SAAR must
be reviewed by the DPAS
ISSM.

format.
2481 — 14. Type of NOT AN ERROR. Information - There was
Access not chosen. no check-box chosen in block 14. The default
Default to Authorized. access is Authorized.

ODASD (Logistics) DPAS Helpdesk

under A&S Sustainment 1-844-843-3727




Help Reference Guide

| | oTHER

15. USER REQUIRES ACCESSTO: | | UNCLASSIFIED |.._._| CLASSIFIED (Spectfy catsgory)

2486 — 15. Classified
selected, but no category
entered.

2485 — 15. More than
one access level chosen.

2487 — 15. Other clas-
sification selected, but no
additional text entered.

2484 — 15. User Required
Access not chosen.
Default to Unclassified.

ODASD (Logistics)

under A&S Sustainment

Missing Entry. The "Specify Category" field is
missing. Enter the category of classified

information requested.

Invalid Entry. Multiple check-boxes are
marked. Choose one access and mark that

check-box.

Missing Entry. The "Other" check-box is
marked, but the line next to it is missing.
Enter the other type of access requested.

NOT AN ERROR. Information - There was
no check-box chosen in block 15. The default

access is Unclassified.

DPAS Helpdesk
1-844-843-3727
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16. VERIFIGATION OF NEED TO KNOW 16a. ACCESS EXPIRATION DATE (Contraciors must specify Company Name, Confrsct Number,
) 1 certit that tis user requires Expirstion Dale. Lise Block 21 if needed.)

— AGCESS A5 requesied.

2488 — 16. Verification Missing Entry. The check-box is not marked.
not chosen. Mark the check-box to continue.

2491 — 16a. Access Expir- Missing Entry. The user has been identified

ation Date must be as a contractor. The date of the contract
provided if user is a con- expiration is missing. Enter the date, ensur-
tractor. ing the date isin the YYYYMMDD format.

Missing Entry. The user has been identified
as a contractor. The company name is miss-
ing. Enter the name of the contracting com-

pany.

2489 — 16a. Company
Name must be provided if
user is a contractor.

2490 — 16a. Contractor Missing Entry. The user has been identified
Number must be provided as a contractor. The contractor number is
if user is a contractor. missing. Enter the number of the contractor.

ODASD (Logistics) DPAS Helpdesk

under A&S Sustainment 1-844-843-3727




Help Reference Guide

17. BSUPERVISOR'S NAME (Prinf Name)

17a. SUPERVISOR'S EMAIL ADDRESS

17b. PHONE HUMBER

17¢. SUPERVISOR'S ORGANIZATION/DEPARTMENT

117d. SUPERVIZ0OR SIGNATURE

178, DATE (YyyyuOm

2492 — 17. Supervisor's
Name not entered.

2493 — 17a. Supervisor's
E-MAIL not entered.

2494 — 17b. Supervisor's
Phone not entered.

2495 — 17c. Supervisor's

Organization not entered.

2496 — 17d. Supervisor's
Sighature missing.

ODASD (Logistics)

Missing Entry. The supervisor's name is miss-

ing. Enter the supervisor's full name.

Missing Entry. The supervisor's E-MAIL
address is missing. Enter the supervisor's
complete E-MAIL address.

Missing Entry. The supervisor's Phone Num-
ber is missing. Enter the supervisor's com-

plete phone humber.

Missing Entry. The supervisor's organization
or department is missing. Enter the super-
visor's complete organization or depart-

ment.

Missing Entry. The signature of the super-
visor is missing. Sign (block 17d) and date
(block 17e) the document. Ensure the date
isinthe YYYYMMDD format.

under A&S Sustainment

DPAS Helpdesk
1-844-843-3727
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18. INFORMATION OWHNER/OPR PHOME NUMBER

1Ba. INFORMATION OWNER/OPR SIGNATURE

180, DATE [y YD)

2499 — 18. Information
owner's phone number
not entered.

2497 — 18a. Information
Owner's Signature miss-

2498 — 18a. An 10 or
AIO cannot sign their
own form.

ODASD (Logistics)

3 under A&S Sustainment

Missing Entry. The IO's Phone Number is
missing. Enter the IO's complete phone num-
ber.

Missing Entry. The signature of the IO is
missing. Sign (block 18a) and date (block
18b) the document. Ensure the date is in the
YYYYMMDD format.

Invalid Entry. This form cannot be signed in
block 18a by the person for whom this form
is for. If this is foran 10, get an AIO to sign
it, or vice versa.

DPAS Helpdesk
1-844-843-3727
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19. 1530 ORGANIZATIONDEPARTMENT 18k, 1330 DR APPOINTEE SIGNATURE 18¢. DATE vy Y vMMOO)

19a. FHONE NUMEBER
DD FORM 2875, MAY 2022 UNCLASSIFIED Fage 1013
FREVIOUS EDITION IS OB30LETE.

2500 — 19. ISSO Organ- Invalid Entry. This form cannot have an
ization/Dept must be Organization or a Department in block 19.
blank. Delete the information in this block.

Invalid Entry. This form cannot have a phone
number in block 19a. Delete the phone num-
ber in this block.

2501 — 19a. ISSO Phone
Number must be blank.

2502 — 19b. ISSO Sig- Invalid Entry. This form cannot be signed in
nature must be blank. block 19b. Delete the signature in this block.

2503 — 19c¢. ISSO Sig-
nature Date must be
blank.

Invalid Entry. This form cannot have a date
in block 19c. Delete the date in this block.

ODASD (Logistics) DPAS Helpdesk

3 under A&S Sustainment 1-844-843-3727
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6. MAME (Last Fiar, Aol bt

1. OPTICMAL IMFORMATION

PART Il - SECURITY MANAGER VALIDATES THE BACKGROUND INVESTIGATION Of CLEARANCE INFORBATION

PART IV - COMPLETION BY AUTHORIED STAFF PREFARING ACCOUNT INFORMATICN

TITLE:

[srETEM

ACCOUNT CODE

s

[DATASETS

DATE PROCESSED (v rrlaiDo)

|PROCESSED BY orrd s 'l gy

BATE vy vumemo)

OATE REVALIDATED (v vl

JREVALIDATED BY Pt rasme exd sign)

BATE [ ¥vyimaady

DD FORM ZB75, MAY 2022

UMNCLASSIFIE

PREWVIOUS EDITHOM 15 DBSOLETE

Page 2013
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Visible Error Solution

UNCLASSIFIED

20. NAME (Las! Firsl, Midaie Initial)

21. DPTIONAL INFORMATION

ODASD (Logistics) DPAS Helpdesk

under A&S Sustainment 1-844-843-3727
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PART Nl - SECURITY MANAGER VALIDATES THE BACKGROUND INVESTIGATION OR CLEARANCE INFORMATION

72 TYPE OF INVESTIGATION |2Z2a. INWESTIGATION 2. CONTINUDUS EVALUATION (CE) DEFERRED
DATE ['¥yY YhlDi)| INVESTIGATION

I E

e, CONTINLOUS EVALUATION (CE) ENROLLMENT DATE (v ¥ yMMO0) Z23d. ACCESS LEVEL
2519 — 22, Invalid Invalid Entry. The incorrect investigation type
Investigation Type was entered. Enter one of the viable invest-
entered: {0}. igation types.
2518 — 22, Invest- NOT AN ERROR. Information - The invest-
igation Type {0} on igation type entered was determined to be close
the form was inter- enough to something else. Double-check that it
preted as {1}. is still the requested investigation type.
2517 — 22. Missing Missing Entry. The investigation type is miss-
Investigation Type. ing. Enter the name of the investigation type.
2520 — 22. The Only
IT Level Designation Invalid Entry. The investigation type may be
allowed for Invest- incorrect for the IT level. Double-check the
igation Type {0} is investigation type and the correct IT level.
Level III.
2521 — 22a. Invest- Invalid Entry. The investigation date has
igation Date is not expired. Double-check the investigation date
within the last {0} and either fix the date or schedule a new invest-
years. Date of Invest- igation. Ensure the dateisinthe YYYYMMDD
igation: {1}. format.

ODASD (Logistics) DPAS Helpdesk :}
¥/

under A&S Sustainment 1-844-843-3727
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2522 — 22a. Invest- Invalid Entry. The investigation date has not
igation Date is set in happened yet. Double-check the investigation
the future. Date of date and fix the date. Ensure the date is in the
Investigation: {0}. YYYYMMDD format.

2525 — 22b. Clearance
Level {0} is not valid
for Investigation Type

Invalid Entry. The investigation type entered is
not appropriate for the requested clearance
level. Enter one of the viable clearance levels.

{1}.

2524 — 22b. Invalid Invalid Entry. The incorrect clearance level was
Clearance Level entered. Enter one of the viable clearance
entered: {0}. levels.

2523 — 22b. Missing Missing Entry. The clearance level is missing.
Clearance Level. Enter the name of the clearance level.

2526 — 22c. Missing IT Missing Entry. The IT level designation is miss-
Level Designation. ing. Enter the name of the IT level.

ODASD (Logistics) DPAS Helpdesk y
¥/

under A&S Sustainment 1-844-843-3727
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|2-1 VERIFIED BY [Frintad Name) rA PHONE NUMBER rﬁ. SECURITY MANMAGER SIGNATURE |HLVEFHFICATIDN DATE
(Y YOO

2512 — 23. Security
Manager Verified By
not entered.

2514 — 24, Security
Manager phone num-
ber not entered.

2516 — 25. Security
Manager's Signature
missing.

ODASD (Logistics)

Missing Entry. The Security Manager Verified
By's name is missing. Enter the Security Man-
ager's full name.

Missing Entry. The Security Manager's Phone
Number is missing. Enter the Security Man-
ager's complete phone number.

Missing Entry. The signature of the security
manager is missing. Sign (block 25) and date
(block 26) the document. Ensure the date is in
the YYYYMMDD format.

DPAS Helpdesk

under A&S Sustainment 1-844-843-3727
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PART I¥ - COMPLETION BY AUTHORIZED STAFF PREFPARING ACCOUNT INFORMATION

ITITLE: [zvsTEM IACCOUNT CODE

|SERVER

IAPPLICATION

IFILES

IDATASETS

DATE PROCESSED [v'YyMMED) PROCESSED BY [Frint name and sign)

DATE {v¥yyiaADmg

DATE REVALIDATED /¥¥ ¥ YO0 REVALIDATED BY [Prnt name and sign)

DATE vy yiabAD0)

DD FORM 2875, MAY 2022 UNCLASSIFIED

PREVIOUS EDITION I3 DBS0OLETE.

Page 2 of 3

DO NOT FILL OUT.

NOT FOR USER'S USE.

ODASD (Logistics) DPAS Helpdesk

under A&S Sustainment 1-844-843-3727




Page 3 DD2875

INSTRUCTIONS
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