
Instructions for Completing and Submitting the SF-312 

To finalize the processing of your security clearance, you are required to fill out and submit the Standard 
Form-312 Non-Disclosure Agreement. This form is an agreement between you and the United States 
Government, and it must be completed before you can gain access to classified information. By signing 
this form, you acknowledge the rules and statutes regarding the misuse and disclosure of information you 
may be exposed to while working in a cleared role. 

Please read the instructions below in their entirety before filling out your SF-312 to ensure 
your submission is accepted. 
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• Type your full name on the top blank line. 
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• The document must be printed and signed by you and the witness on the same day. 

• Physically sign the first box labeled “Signature.” 

• Do not alter any dates in the document. 

• Print or type your full Social Security Number in the appropriate box next to your signature and 
date. 

• A public notary or a Northrop Grumman Corporation employee can serve as a witness. 

• The witness will sign in the “Signature” block under “Witness.”  

 

Witness Instructions 

If witnessed by an NGC employee, they must include the information below: 

• Their name 

• "Northrop Grumman Corporation" 

• The NGC facility address in the “Name and Address” box. 



 

If witnessed by a public notary: 

• They must sign in the “Signature” block. 

• Stamp their official notary seal in the “Name and Address” box. 

• Do not attach a separate notary certificate as it will be rejected. 

 

Additional Instructions   

• The “Security Debriefing Acknowledgement” section must be left BLANK and should not contain 
the “Do Not Sign This Portion” watermark. Ensure the watermark is not on the printed 
document and all of the dates match. 

 

Sending the SF-312 

You can Send the Document from your NGC email to ESSS@ngc.com. 

• In the subject of the email, list your last name and MyID to ensure timely processing. 

• The SF-312 must be a single file containing both pages and must be a PDF.  

mailto:ESSS@ngc.com


 

If you’re a pre-hire or do not have NGC network access: 

• Please visit the SendSafely link. 

• Enter your email and press “Submit.” 

• Select: "Email me a one-time verification code." 

 

• Enter your Full Name and MyID. 

• Drag and drop your SF-312 PDF. 

• Press Submit. 

 

 

Click Here to Access the SF- 312 

https://send.northropgrumman.com/dropzone/esss_sf312
https://cdn.prd.ngc.agencyq.site/-/media/wp-content/uploads/sf-312-ii.pdf

