


SWAT Initiator Checklist 
For PERSEC/ACCESS CONTROL/MPAS Ticket Requests
1. Ensure contractor is currently supporting the contract identified in the ticket – contractor must be charging to this contract 
2. Ensure data entered in SWAT is correct 
1. If information in an applicant’s Person Record Profile (PRP) is incorrect prior to new SWAT ticket, the PRP information must be corrected by the Request Initiator or COR (during approval process) – new information will not correct/override old PRP information in subsequent tickets 
2. PII must be correct! 
a. Full legal name must be spelled correctly - pay attention to SWAT format (First, MI, Last) 
b. DOB and SSN must be correct 
3. Company information must be correct – if applicant is a subcontractor, you must list the subcontracting company in the SWAT ticket – not the prime company.
4. Contract end date must be correct – do not use task order date 
5. Duty location must be the physical location where the applicant works (city and state) - not the location of the contract company 
3. Applicant must have an official e-mail (.mil, .gov, .edu or company e-mail) prior to ticket submission – ensure e-mail address is spelled correctly in the ticket 
4. If applicant requires CAC for multiple DoD installation access, two (2) DoD installations must be listed in the ticket (screen shot below).
[image: CAC Questionnaire showing option "Required across multiple DoD installations" ]



Updated 03/04/2024 by Victoria Eidenmuller
image1.png
CAC - Add

Add: Requires a CAC for base and/or IT access.
Update: In the event of a name change or change in your current contract.
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Does the employee require a CAC for any of these reasons?
Physical or Facilty Access Only includes those persons needing access into NIWC LANT Atantic faciltes, of site inscallation access, or OCONUS travelers.  *required | Required across multiple DOD installations +
‘CAC not needed for Individuals providing goods or services, (.. landscapers, water delivery, Coca Cola, Pepsi, ATM, Rico)

Please list at least two of the DOD Installations you will need to access.

*required | enter value.
Required to st at les=t o DOD Inscalations you will need sccess 0




