Form instructions: 
· DTS Form 214 – This form is a notice of disclosure that the Vendor and Resource understand that they will have a criminal investigation of the resources history.  Highlighted in Yellow is what the Vendor needs to make sure is signed and completed.  Applicant is your resource – Third Party is the Vendor – You and your company.  
· DTS Form: 502 – This is a confidentiality of information form.  Read what the resource is agreeing to and then fill out the areas highlighted in yellow and make sure they are it is signed.  (Highlight Third Party Employer Name), 
· DTS Form: 511 – This form is mainly for the manager to fill out and request what building(s) a resource should have access to.  Fill out the area in yellow and make sure it is signed.  
· DTS Form: 516 – This form if for the manager to request what level of security (Badge) this resource needs to complete his/her duties as assigned.  (Highlight Project Name, Work Phone and Lenth of Project). 
· UCJIS Non User Security Agreement:  To be read, signed and completed with all the rest of the above forms. (Leave Non-User ID Blank).
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