Instructions for completion of the information form II
The form should be completed electronically – if not, use easily legible capital letters.
Items 1- 8
All boxes must be completed with accurate information. Remember to state any previous name(s) in items 1 and 8. 

Item 9 -  Periods abroad
If the applicant has lived abroad for six months or more in the past five years, he/she must state the complete postal addresses of the place(s) of work and/or residence while abroad. 

Item 10 -  Previous occupation etc.
Under this item, the applicant should state his/her occupational activities for the past ten years, including the relevant calendar periods and company names, addresses, any e-mail addresses as well as names and telephone numbers of the immediate superiors. Periods of non-employment, maternity leave etc. should also be included. 

If the applicant knows that previous places of employment no longer exist or may have merged with other companies, this should be stated.

If replaced by a resume (CV) this must contain the exact same information as stated above.
Item 11 -  Financial circumstances
The item must enclose latest annual tax disclosure  including the amount of any registered or unregistered debts of both applicant and spouse / registered partner / cohabitant.
Item 12 -  Enclosures
The number of enclosures in any sealed envelope must be indicated.
Item 13 -  Letter of consent
The applicant and any spouse, registered partner or cohabitant must sign the letter of consent. 
Item 14 - Submitting the form
The information sheet should be passed to the head of security/security officer at the employee’s unit or private company, who endorses the form. If a private company does not have a security clearance of its own, the authority with which it contracts endorses the form.
In the endorsement, the security officer should state whether he/she believes that the applicant meets the requirement concerning undisputed loyalty and such behaviour and character, including habits, connections and discretion that the person in question can handle classified information with unquestionable reliability.
Item 15  - For DDIS use only 
This part of the form is not to be filled out by the applicant or the submitting authority or company, as it is reserved for the DDIS processing.
The completed form must be sent to:

Danish Defence Intelligence Service

Personelsikkerhedselementet
30 Kastellet

DK -2100 Copenhagen

Denmark
1

