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Customer Authorization Pre-Interview Questionnaire
-----     Please complete a Questionnaire for each separate Customer.     -----

Date Questionnaire Completed:
	



Customer Information:
	Installation Name
	Customer Name

	
	



Customer POC’s Information:
	[bookmark: _Hlk95821192]Last Name
	First Name
	Title
	Rank / Grade
	Email Address
	COMM Phone #

	
	
	
	
	
	



Alternate POC’s Information:
	Last Name
	First Name
	Title
	Rank / Grade
	Email Address
	COMM Phone #

	
	
	
	
	
	



	Customer Type:
	Yes or No

	USAF/Space Force Unit
	

	Other US Military Unit
	

	Foreign Military Unit
	

	Private Organization
	



	Do any of the following apply to your unit/organization?
	Yes or No

	Memorandum of Understanding (MOU)
	

	Memorandum of Agreement (MOA)
	

	Lease
	

	Support Agreement/Host-Tenant Support Agreement (HTSA)
	






I. Customer Mission Statement:
*Please include your unique mission requirements.
	




II. Authorized Manpower:    
Please obtain a Unit Manpower Document (UMD) that represents “4 years out” from your current Fiscal Year (FY) and Quarter (Q). Authorizations will be generated by using only the funded manpower for that timespan. Please answer the following questions based on that UMD.
	FY =
	
	Q =
	



	
	Total Funded          Full-Time 
Active-Duty Military / Civilians / Contractors (CMEs)
	Total Funded             Part-Time 
IMA Reservists & Contractors
	Contractors or staff* not on UMD

	Staff requiring dedicated offices/workstations (1:1)
	
	
	

	Staff requiring shared offices/workstations
	
	
	

	Staff requiring access to workstations 
	
	
	

	Staff working elsewhere**
	
	
	

	TOTAL STAFF
	
	
	


*If your current authorizations differ from the current UMD, please explain. Include specific additions/subtractions, over-hires, matrixed, interns, embedded detachments, etc. For Contractors, please provide a .pdf file of the contract clause or PWS appendix that details the facility number and/or square footage, if space is defined.  
** Workspace for these staff will be authorized within the Customer Authorization Workbook (CAW) for the unit they are co-located with.








III. Occupied/Utilized Spaces: 
List ALL buildings you currently occupy/utilize, the office symbol (to the flight level) that occupies that space, and their purpose. Does the space meet your requirements? Yes or No.  If No, briefly explain how this hinders your mission effectiveness. 
	Building #
	Office Symbol
	Purpose
	Does Space Meet Your Requirement?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



IV. Admin Special Purpose & Shared Space: 
During the on-site visit, the interviewer will ask about and/or tour the building(s) to verify the presence of administrative special purpose spaces other than offices, desks, task stations, and the basic administrative support space that is utilized for things such as typical administrative supply storage, organization files, copiers, scanners, printers, facsimile machines, shredders, shelter-in-place kits, mail rooms, lactation support rooms, etc. Additional Admin Special Purpose Space includes unique requirements such as larger than typical server, copy, plotter, or file rooms to contain extensive equipment or document archives, larger than typical shipping/receiving or mailrooms, interview rooms, GSA safes, entry control vestibules, etc. Other Admin Special Purpose Spaces include assembly spaces such as auditoriums, conference/team/meeting rooms, discussion and collaboration spaces, classroom/training rooms, break/vending rooms, SIPR rooms, customer reception desk areas, waiting rooms, locker and/or shower rooms, workbenches, etc. Please be prepared to point out those spaces that meet this definition.


V. Non-Admin Special Purpose Space:
List any unique spaces that are required to support the customer’s mission that are not captured in Sections 3 & 4 above. (Examples: mission-specific equipment, mobility bag storage, historian’s artifact room, etc.)
Unique Non-Admin Special Purpose Space Requirements:
	 Bldg # and Title of Space
	What Is Stored There
	SF Required

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



VI. SCIF and/or SAPF Space & SIPR Rooms:
SCIFs and SAPFs are specially designed and constructed to National Counterintelligence and Security Center (NCSC) Intelligence Community Directive (ICD) 705 standards, to prevent unauthorized access, eavesdropping, and technical surveillance. They incorporate strict access control and security measures that go beyond standard classified programs due to the highly sensitive nature of the information, hardware, and materials they protect. They must be formally accredited in writing by the cognizant Program Security Manager. 
Interviews with POCs and site visits to SCIFs & SAPFs require special approved and coordinated arrangements. To facilitate that effort, please complete the following table - Does your unit/organization have:
A) Sensitive Compartmentalized Information Facility (SCIF) = A highly secure, accredited area, room, group of rooms, building or installation for storing, handling, processing, and discussing Sensitive Compartmentalized Information (SCI).*  There are fixed SCIFs installed in buildings, Mobile SCIFs (MoSCIF), and Tactical SCIFs (T-SCIF). [CATCode 140422] 
B) Special Access Program Facility (SAPF) = A highly secure, accredited space for storing, handling, processing, and discussing classified information related to Special Access Programs (SAPS)**
C) Secret Internet Protocol Router Network (SIPR) Room = contains networking equipment for transmitting classified information up to the “Secret” level. Joint Worldwide Intelligence Communications System (JWICS) network is utilized for ‘Top Secret” information. These spaces utilize strict access controls and encryption protocols to maintain security.
	SCIF or SAPF or SIPR Room
	Title of Space
	Utilized by Customer/Unit Name(s) and Office Symbol(s)
	Bldg #
	# of Workstations Required

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*NCSC) ICD/ICS 705 - Technical Specifications for Construction & Management of SCIFs, 26 Jul 2021
**DoDM 5205.07 - Special Access Program Security Manual, 17 Jan 2025
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