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Background: Why are we doing this?
 The NYESS AEN was a pilot program under Ticket to Work
This initially allowed for only those directly touching SSA 
data to go through Suitability Clearance

 SSA has reviewed our process, and is now requesting:
1.We initially get one person cleared from each “office”.

2.We may eventually over time have to get all those 
working with SSA ticket beneficiaries cleared.



Timeline
APRIL 20th: Identify at least 1 staff (preferable all staff) working with 
SSA Ticket to Work

APRIL 27th: Staff begin paperwork, fingerprinting, and on-line 
process
• Step 1: e-QIP Applicant Listing Form
• Step 2: Fair Credit Authorization & Declaration for Federal 

Employment
• Step 3: Fingerprints
• Step 4: Complete on-line e-QIP application.



Step One -
Complete the following “e-QIP Applicant Listing”

Email the document to:

Sabrina.Devine@omh.ny.gov &

Jessica.Ellott@omh.ny.gov

mailto:Sabrina.Devine@omh.ny.gov
mailto:Jessica.Ellott@omh.ny.gov


eQIP Applicant Listing 

  

The following information is required to initiate the applicant into the Electronic Questionnaire for 

Investigations Processing (e-QIP) system.  After the applicant is initiated, the Company Point of Contact (CPOC) 

will receive an e-mail which includes a link to the eQIP website and instructions for completing the background 

investigation. 
 
Date  
 
Referenced below are applicants for: 

Contract Number  

Company Name: New York State Office of Mental Health 

Contractor Point of Contact Information:   

Name Jessica Ellott 

Email jessica.ellott@omh.ny.gov  

Phone 518-473-2631 

 
 Last Name  First Name Middle Name SSN Date of Birth 

(mm/dd/yyyy)  

Place of Birth 

(City/State/Country) 

1.       

2.       

3.       

4.       

5.       

6.       

7.       

8.       

9.       

 

Please send form to CPSPM by: 

FAX:  410-966-0640                      OR     MAIL:  Social Security Administration 

         CPSPM Suitability Team 

6401 Security Blvd 

Room 1260 Dunleavy Building 

Baltimore, MD 21235 



Step Two -
•Complete the following two PDF documents

• Fair Credit Authorization
• Declaration for Federal Employment

•Print, sign, and mail the documents to:

Jessica Ellott
Office of Mental Health
44 Holland Ave – 8th FL

Albany, NY 12229







Step Three -
Have your fingerprints taken (Purchasing a mobile lab): 
Printing Dates: TBD

You will need to have:
◦ Two print cards

◦ Sign both cards

◦ We will collect these at that time/date:



Step Four -
Shortly after submitting the Equip Applicant Listing you will receive 
an email containing an electronic application

You will need to have information regarding Employment History, 
References,  and Educational Background.

You have 14 days to complete the application

Print, sign, and mail the document to:

Jessica Ellott
Office of Mental Health
44 Holland Ave – 8th FL

Albany, NY 12229





•Once all of the paperwork has been submitted, your application 
will be submitted to SSA.

•Typically you are notified within a month if you have been cleared

•If SSA needs more information, you will be contacted


