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CHRIS ACCESS REQUEST FORM
(For GSA Users)
Forward the completed request form to the CHRIS Help Desk (gsa.chris@gsa.gov) for processing.  If the required information needed to complete this request is not provided, the form will be returned for appropriate action.  The form will also be returned if incorrect information is provided.  
AUTHORITIES:  OMB Memorandum M-07-16, OMB Memorandum M-10-23, and GSA CIO IL-15-02.  
Type of Request:  (Check one)
Identifier Information:
Name:  (Last, First, Middle Initial)
User Name:
Position Title:
Office Symbol: 
E-mail address: 
Type of User:  (Check one)
Telephone Number:  
Type of CHRIS Action:  (Check all that apply)
Add Responsibilities (Only check the appropriate responsibility within your specific role(s).  Do not check the same responsibility
more than once):  
 
Notes:   If a responsibility is not listed below, please include them in the “Additional information about this request/Required Justification (if applicable)” area below.
 
If you are requesting a responsibility outside your specific role, justification is required in the “Additional information about this request/Required Justification (if applicable)” area below.
 
If the required information needed to complete this request is not provided, the form will be returned for appropriate action.  The form will also be returned if incorrect information is provided.  
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GENERAL SERVICES ADMINISTRATION
Consolidated Processing Center (CPC Only) (Perform transactional processing)
Users must follow GSA's security policy for a moderate rated system if the requested responsibility contains PII.  In addition, users
must have completed the GSA required training courses listed below.    
Your assigned access will automatically end when you permanently move to a different position.  If you still need access to those 
original responsibilities, you will need to complete a CHRIS User Access form to regain access.  
HR Professional (HR Only) (Provide technical HR advice and guidance to HR Objectives)
EEOC Reporting - Used for MD715 Reporting
Appraisal Management - Provide advice and guidance for performance appraisals
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Administrative/Superuser - (Provide HR administrative support)
Initiate/Route SF52s (Staff/Service Offices Only) - (Create SF52 in CHRIS and route through the approval chain to HR for processing)
Security - (To monitor/view/update security information)
Access Control (Access Control Team Only) - (User access Create, Modify and Terminate CHRIS access and groupboxes)
Password Reset (CHRIS Team and Service Now Only) - (Reset passwords)
National Classification/Executive Resources (NCC/ER Only)
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OHRM CHRIS Functional (CHRIS Team Only) - (Provide CHRIS Functional support)
OHRM CHRIS (CHRIS Team Only) - (Provide CHRIS Customer support)
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OCIO CHRIS System Admin (CHRIS Team Only) - (Provide CHRIS Application support)
Remove Responsibilities:  Specify responsibility name(s)
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Note:  Online University (OLU) training certificate is required for Contractors.
Required Training:  (Complete training prior to submitting request form.  If you have not done so complete training in OLU before continuing).
Additional information about this request:
Remove from a groupbox:  Specify groupbox name(s)
Add to a groupbox:  Specify groupbox name(s)
Request New SF52 Groupbox:  If you are requesting that a new groupbox be created, please provide the name, display name, and description for the groupbox below:
By signing this form, you are certifying that the user has a business need for this request and has the appropriate security clearance and required training.  
First Line Supervisor's Authorization Signature:
Note:  Department of Homeland Security memo documenting security clearance is required for Contractors.
Security Clearance Verification (must be completed by First Line Supervisor)
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