


SUPPORTING STATEMENT - PART A

Exchange Security Verification for Contractors/Vendors 

OMB Control Number 0702-0135

1. Need for the Information Collection
	
The Secretary of Defense has delegated authority for Army and Air Force Exchange Service (the Exchange) activities to the Secretary of the Army and the Secretary of the Air Force. Army Regulation (AR) 215-8 and Department of the Air Force Instruction (DAFI) 34-110(I), Army and Air Force Exchange Service Operations, assign the Exchange the ongoing mission of providing quality merchandise and services at competitive prices, while generating earnings to support family, morale, welfare, and recreation (FMWR) programs.

To fulfill this mission, the Exchange must ensure that its employees, contractors, and vendors meet applicable Department of Defense (DoD) security requirements. Security investigations and clearance determinations are governed by DoDI 5200.01 (DoD Information Security Program and Protection of Sensitive Compartmented Information) and DoDI 5200.02 (DoD Personnel Security Program), as well as by:

· Executive Order (EO) 13526, Classified National Security Information
· EO 10450, Security Requirements for Government Employment
· AR 380-67, Personnel Security Program
· DAFI 16-1405, Air Force Personnel Security Program
· DAFI 16-1404, Information Security Program Management

The Exchange Director and Chief Executive Officer (CEO) is responsible for identifying and exercising security clearance jurisdiction over Exchange Headquarters and subordinate activities.

Because the Exchange relies on contractors and vendors to support its retail mission on military installations, it must collect certain personal and identifying information to initiate, review, and adjudicate background investigations and security clearances required for access to federal installations and systems. Collection of this information is necessary to comply with DoD security policy and to protect personnel, facilities, and sensitive information.

Additionally, following contract award and prior to performing work on a federal installation, contractors and vendors must comply with local installation identity verification requirements in accordance with Homeland Security Presidential Directive-12 (HSPD-12).

2. Use of the Information

After contract award, contractors and vendors complete a security pre-screening process. The Exchange primarily collects this information through the Exchange Resource Onboarding Application (ROBA). ROBA pre-populates required Exchange security forms using a single data entry by the respondent, reducing burden and minimizing duplicate submissions.

Contractors and vendors access ROBA using temporary credentials provided by the Exchange Resource Administrator (RA). Information collected is used to conduct a preliminary screening to determine whether an individual is likely to meet minimum background investigation requirements. This process reduces unnecessary investigative costs and avoids initiating full background investigations for individuals who do not meet eligibility criteria.

ROBA also allows respondents to schedule appointments for fingerprinting and submission of required security documentation. When in-person submission is not possible, respondents may submit certified fingerprint cards using FBI Form FD-258 or Standard Form (SF) 87.

In limited circumstances—such as overseas locations or technical constraints, ROBA may not be accessible. In these cases, paper forms and instructions are provided to ensure respondents understand the information required, how to complete forms, and what supporting documentation must be included. Completed packets must be mailed or delivered to the RA. When ROBA is unavailable, the following Exchange forms may be used:

· Exchange Form 3900-002 (Trusted Associate Sponsorship System): Sponsors contractors and vendors in the Defense Enrollment and Eligibility Reporting System (DEERS) through the Trusted Associate Sponsorship System (TASS), enabling issuance of a Common Access Card (CAC) for installation access.

· Exchange Form 3900-006 (Background Check for Facility Access): Required when a contractor or vendor requires access to Exchange facilities and must be completed prior to coordination with Force Protection.

· Exchange Form 3900-013 (Request for eAPP Access): Supports pre-screening and authorizes access to DCSA’s NBIS eAPP system. Identifies special investigation requirements based on job duties.

Certain positions require additional background investigation coverage. For example, individuals working with children under 18 must undergo childcare background checks in accordance with the Crime Control Act of 1990 (Public Law 101-647). Other requirements—such as deployment status or firearms access—are identified on Exchange Form 3900-013 to ensure DCSA conducts the appropriate level of investigation.

The Exchange also complies with Bureau of Alcohol, Tobacco, Firearms, and Explosives (ATF) regulations and installation-specific requirements for firearms and other regulated items. Information collected in support of the Exchange Firearms Sales Program ensures compliance with federal, state, and installation regulations, protecting public safety.

Once all required information is collected and reviewed, Exchange Force Protection personnel enter the data into eAPP to initiate processing of SF 85 (Questionnaire for Non-Sensitive Positions) and/or SF 86 (Questionnaire for National Security Positions). Respondents review and certify their information prior to submission for investigation.

3. Use of Information Technology

Approximately 98% of information is submitted electronically through ROBA. The web-based system reduces respondent burden, limits duplicate data entry, and improves data accuracy. Paper submissions are accepted only when electronic access is not feasible and are processed manually.

4. Non-Duplication

The Exchange is a Non-Appropriated Fund Instrumentality and is required to use certain forms that differ from standard DoD forms. While some information may be similar to that collected in other DoD systems (such as JPAS or eAPP), the Exchange limits collection to the minimum information necessary to conduct pre-screening and initiate required federal background investigations. The information collected is not duplicated elsewhere in a manner that meets the Exchange’s operational and jurisdictional requirements.

5. Burden on Small Business

One hundred percent (100%) of respondents are small businesses. The Exchange collects the minimum information necessary to verify identity and conduct required background checks to protect facilities, personnel, and government resources.

The Exchange has maximized electronic submission and minimized duplicate entry to reduce burden. Any further reduction in collection frequency or scope would compromise compliance with federal security requirements and could endanger national security.

6. Less Frequent Collection

Participation is voluntary and occurs only when a contractor or vendor seeks a business relationship with the Exchange or is selected for contract award. Collection is as-needed to support security and background investigations. Less frequent collection is not feasible because information must be current and accurate at the time access is requested.

7. Paperwork Reduction Act Guidelines

This collection does not require conduct inconsistent with Title 5 CFR 1320.5(d)(2).

8. Consultation and Public Comments

Part A: PUBLIC NOTICE

A 60-Day Federal Register Notice of the collection published on Wednesday, September 10, 2025. The 60-Day FRN citation is 90 FR 43587. 

No comments were received during the 60-Day Comment Period.

A 30-Day Federal register Notice of the collection published on Monday, December 29, 2025. The 30-Day FRN citation is 90 FR 60688. 

Part B:  CONSULTATION

No additional consultation apart from soliciting public comments through the Federal Register was conducted for this submission. 

9. Gifts or Payment

No payments or gifts are being offered to respondents as an incentive to participate in the collection.

10. Confidentiality

All information is protected under the Privacy Act of 1974, as amended. Respondents are informed through Privacy Act Statements included with the forms.

The System of Records associated with this collection of information is AAFES 1703.03, Personnel Security Clearance Case Files. A draft System of Records Notice (SORN) is provided with this submission.

A draft Privacy Impact Assessment for the associated information system, Exchange Security Clearance Case Systems, is included in this submission.

Records are retained and disposed of per General Records Schedule 5.6, Security Records (DAA-GRS-2017-0006-0024). Records for individuals not granted clearances are destroyed one year after consideration; records for those granted clearances are retained five years after the contractual relationship ends unless longer retention is required.

11. Sensitive Questions

In accordance with applicable Executive Orders and federal law, respondents may be asked for sensitive personal information including Social Security Number (SSN), date of birth, sex, nationality, physical descriptors, and related identifiers.

Collection of SSNs is authorized under DoDI 1000.30, Reduction of Social Security Number Use Within the DoD, Enclosure 2, sections 2.c.(2), (3), (4), (5), (8), and (9). SSNs are collected only when necessary and safeguarded per federal privacy and security requirements.

12. Respondent Burden, and its Labor Costs

Part A:  ESTIMATION OF RESPONDENT BURDEN

1) Collection Instruments
Resource Onboarding Application System (ROBA)
a) Number of Respondents: 2,834
b) Number of Respondents Per Respondent: 1
c) Number of Total Annual Responses: 2,834
d) Response Time:  30 Minutes 
e) Respondent Burden Hours: 1,417 Hours

Exchange Form 3900-002 – Trusted Associate Sponsorship Systems (TASS)
a) Number of Respondents:  22
b) Number of Respondents Per Respondent:  1
c) Number of Total Annual Responses:  22
d) Response Time:  30 Minutes 
e) Respondent Burden Hours:  11 Hours

Exchange Form 3900-006 – Background Check for Facility Access
a) Number of Respondents:  22
b) Number of Respondents Per Respondent:  1
c) Number of Total Annual Responses:  22
d) Response Time:  30 Minutes 
e) Respondent Burden Hours:  11 Hours

Exchange Form 3900-013 – eAPP Request Form
a) Number of Respondents:  22
b) Number of Respondents Per Respondent:  1
c) Number of Total Annual Responses:  22
d) Response Time:  30 Minutes 
e) Respondent Burden Hours:  11 Hours

2) Total Submission Burden
a) Total Number of Respondents:  2,900
b) Total Number of Annual Responses:  2,900
c) Total Respondent Burden Hours:  1,450 Hours

[bookmark: _Hlk219981054]Part B:  LABOR COST OF RESPONDENT BURDEN

1) Collection Instruments
Resource Onboarding Application System (ROBA)
a) Number of Total Annual Responses:  2,834
b) Response Time: 30 Minutes
c) Respondent Hourly Wage: $17.75	
d) Labor Burden Per Response:  $8.88
e) Total Labor Burden:  $25,152

Exchange Form 3900-002 – Trusted Associate Sponsorship Systems (TASS)
a) Number of Total Annual Responses:  22
b) Response Time:  30 Minutes 
c) Respondent Hourly Wage:  $17.75
d) Labor Burden Per Response:  $8.88
e) Total Labor Burden:  $195

Exchange Form 3900-006 – Background Check for Facility Access
a) Number of Total Annual Responses:  22
b) Response Time:  30 Minutes 
c) Respondent Hourly Wage:  $17.75
d) Labor Burden Per Response:  $8.88
e) Total Labor Burden:  $195

Exchange Form 3900-013 – eAPP Request Form
a) Number of Total Annual Responses:  22
b) Response Time:  30 Minutes 
c) Respondent Hourly Wage:  $17.75
d) Labor Burden Per Response:  $8.88
e) Total Labor Burden:  $195.00

2) Overall Labor Burden
a) Total Number of Annual Responses:  2,900
b) Total Labor Burden:  $25,737

The respondent hourly wage was determined using the federal contractor minimum wage rate that was effective on January 1, 2025, in accordance with the final rule implementation of Executive Order 14026, signed on April 26, 2021. EO 14026 was revoked on March 14, 2025, but we still consider it a reliable figure for estimation purposes.

13.  Respondent Costs Other Than Burden Hour Costs

Respondents may incur postage costs if mailing security documentation in accordance with HSPD-12.
14. Cost to the Federal Government

Part A:  LABOR COST TO THE FEDERAL GOVERNMENT

1) Collection Instruments
Resource Onboarding Application System (ROBA)
a) Number of Total Annual Responses:  2,834
b) Processing Time per Response:  30 minutes
c) Hourly Wage of Worker(s) Processing Responses:  $28.17
d) Cost to Process Each Response:  $14.09
e) Total Labor Burden:  $39,916.89

Exchange Form 3900-002 – Trusted Associate Sponsorship Systems (TASS)
a) Number of Total Annual Responses:  22
b) Processing Time per Response:  10 minutes
c) Hourly Wage of Worker(s) Processing Responses:  $28.17
d) Cost to Process Each Response:  $4.70
e) Total Cost to Process Responses:  $103.29

Exchange Form 3900-006 – Background Check for Facility Access
a) Number of Total Annual Responses:  22
b) Processing Time per Response:  10 minutes
c) Hourly Wage of Worker(s) Processing Responses:  $28.17
d) Cost to Process Each Response:  $4.70
e) Total Cost to Process Responses:  $103.29

Exchange Form 3900-013 – eAPP Request Form
a) Number of Total Annual Responses:  22
b) Processing Time per Response:  10 minutes
c) Hourly Wage of Worker(s) Processing Responses:  $28.17
d) Cost to Process Each Response:  $4.70
e) Total Cost to Process Responses:  $103.29

2) Overall Labor Burden to Federal Government
a) Total Number of Annual Responses:  2,900
b) Total Labor Burden:  $40,227

Worker hourly wages, used to estimate the cost of processing this collection, were based on the midpoint of NF Pay Band 3, as listed in the DCPAS 152 DFW Pay Band Schedule (August 25, 2025): https://wageandsalary.dcpas.osd.mil/Content/NAF%20Schedules/survey-sch/152/152-040-64-NF.pdf.

Part B:  OPERATIONAL AND MAINTENANCE COSTS

1) Cost Categories
a) Equipment: $8,175
b) Printing: $235
c) Postage: $76
d) Software Purchases: $6,548 (Depreciation)
e) Licensing Costs: $0
f) Other: $4,807 (Fingerprinting Yearly Cost)
             $191,950 (ROBA IT Support)
		 
2) Total Operational and Maintenance Cost:  $211,791

Part C:  TOTAL COST TO THE FEDERAL GOVERNMENT 

1) Total Operational and Maintenance Costs:  $211,791

2) Total Labor Cost to the Federal Government:  $40,227

3) Total Cost to the Federal Government:  $252,018

15.  Reasons for Change in Burden

There has been no change in burden since the last approval other than a small increase in estimated respondent hourly wage.

16. Publication of Results

The results of this information collection will not be published. 

17. Non-Display of OMB Expiration Date

We are not seeking approval to omit the display of the expiration date of the OMB approval on the collection instrument. 

18. Exceptions to “Certification for Paperwork reduction Submissions”

We are not requesting any exemptions to the provisions stated in 5 CFR 1320.9.
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