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Complete DD Form 2875 

· Individuals in YOUR organization must complete a DD Form 2875 (or equivalent).  (Refer to sample of DD Form 2875).

· The EDA POC (+ alternate EDA POC) must complete a DD Form 2875 and fax it to their Approving Authority (EDA Executive or assigned EDA POC) for storage/maintenance.
· Government Employee and Government Support Contractor users must forward their DD Form 2875 (or equivalent) to their local EDA POC for storage/maintenance. 
Note:  Vendor users are not required to complete SAAR, using DD Form 2875 (or equivalent).

· For each person who completes a DD Form 2875 or equivalent, enter the following information in Block 13: 

· Role: (e.g. EDA POC, EDA Executive, or EDA General User). 

· Document Access: (List document types required to access) 

· Users must sign the form in Block 11, labeled "User Signature" and their supervisors must sign in Block 18. 

· Submit the DD Form 2875 to the appropriate EDA POC for signing. The EDA POC will process and retain the form for audit purposes.
Note: While Part III is not required by EDA, please check with your Command/Service/Agency EDA POC to find out if you are required to fill in this section.  

