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Dear BAE Systems Supplier:

In order to provide a safe and secure working environment, as well as to meet its obligations as a federal defense contractor, BAE Systems requires all consultants, contractors, subcontractors, suppliers, and vendors (collectively, “Suppliers”) to complete a vetting process prior to being granted unescorted access to BAE Systems’ premises.  In support of that process and in accordance with BAE Systems’ standard terms and conditions, BAE Systems requests that you complete the steps outlined in this letter with respect to each employee for whom unescorted access to BAE Systems’ premises is requested:

1. If the person holds a US Government granted security clearance, Suppliers shall request access through submission of a formal visit certification request via the Defense Information System for Security.  Upon confirmation of the person’s security clearance, no further action is required. 

2. If the person does not hold a US Government granted security clearance, Suppliers shall review the Background Vetting Elements outlined below and complete, sign, and return the Vetting Letter attached.

BACKGROUND VETTING ELEMENTS:

A. Identity and Right to Work Verification Criteria. This includes both of the following:
· A Successful I-9
 https://www.uscis.gov/sites/default/files/files/form/i-9.pdf
· A DHS E-Verify System Check
 https://www.dhs.gov/how-do-i/verify-employment-eligibility-e-verify 
B. Complete a criminal history check, to the extent permissible under applicable federal, state, and local law.
C. Upon review of the criminal history check, Suppliers shall determine whether results of the criminal history check disqualify the individual from performing the work to be completed at BAE Systems’ site, in accordance with all applicable laws, regulations, and U.S. government or agency guidance, including but not limited to the Safe Explosives Act, the Gun Control Act, the National Firearms Act, the Federal Acquisition Regulation (FAR), and the Defense FAR Supplement. 
D. Employment verification for prior three years (criteria: Employment history is confirmed as presented). 
E. Education Verification (*for degreed positions only*)

*Please ensure your company’s Security Officer or HR Representative reviews the above Background Vetting Elements and fully completes the attached Vetting Letter as verification that your company meets BAE Systems’ non-escort vetting requirements. 
[Note: We are requiring that you verify you have checked and confirmed the required elements, we are not requiring that you provide copies of the underlying documentation itself. Please be advised, however, that your company may be audited from time to time by BAE Systems for compliance with this requirement.]

Additional Information:
 
· Non-escorted badges cannot be assigned to Supplier employees without a completed Vetting Letter. In absence of a Vetting Letter on file, Supplier employees will have to be escorted on site by a BAE Systems representative.  BAE Systems makes no representation or guarantee regarding the availability of a representative to escort Supplier employees. 
· A PIA/NDA will need to be fully executed and on file with BAE Systems via the Procurement Department along with valid Representations and Certifications and/or additional On-Site Specific Prerequisites as specified by the BAE Systems Business. 
· Letter must include company letter and signature. 

All visitors are required to bring proof of citizenship to the Facility on the first visit. Acceptable Proof of Citizenship includes a raised seal Birth Certificate, US Passport, Naturalization certificate, Alien registration card (I-551 or “Green Card”) or proof of US Birth Abroad. Please note that some sites may require more or different steps to gain access to a facility.

BAE Systems reserves the right to ensure supplier quality by auditing underlying vetting documentation at our discretion.
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DATE: 

To: BAE Systems Contact 

I have verified the following Background Vetting Elements pursuant to the enclosed instructions:

· If the person holds a US Government granted Security clearance or access that can be validated through a company provided visit certification, this meets the intent of our vetting requirement, otherwise:

a. Identity and Right to Work Verification (Criteria: successful I-9 / E-Verify System Check)
b. Criminal History Check, to the extent permissible under applicable federal, state, and local law. Upon review of the criminal history check, the supplier must have determined that results of the criminal history check did not disqualify the individual from employment with the supplier. 
c. Education Verification (for degreed positions only)
d. Employment verification for prior three years (criteria: Employment history is confirmed as presented) 

· And certify that our company (please check applicable block):

☐ Screens all perspective employees , as a minimum, to the criteria described above as part of our company hiring process and no employee is currently assigned or will be assigned to work on BAE Systems premises unless they successfully meet these requirements.

Or

	☐ Agrees to ensure that before any employee currently assigned or will be assigned in the future to work on BAE Systems premises, the employee will have been screened to the above criteria and successfully met these requirements.

Once submitted and accepted, this certification will remain on file with BAE Systems. The Supplier agrees to notify BAE Systems of any changes that may impact this certification. 


Sincerely,
____________________________________________

Printed Name: _________________________

Title: _______________________________

Name of your BAE Systems Procurement Representative: ________________________________

BAE Systems Procurement Representative Contact email: ________________________________

Site location requesting this Supplier to be vetted: _______________________________________
· Some BAE Systems sites may have additional requirements, please contact your BAE Systems Procurement Representative for specific details.
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