UNITED STATES MARINE CORPS

MARINE CORPS BASE
PRC BOX 20004
CAUP LEJEUNE, NORTH CARDLINA 28542-0004
BO 5512.1C
PERS

FEB 21 2006

; W, N2
BASE ORDER §512.1C uo Chl , ch 3\
From: Commanding Officer
To: Distribution List

Subj: CAMP LEJEUNE IDENTIFICATION CARD CENTER

Ref: (a) DoD Inst 1000.13
(b) MCO PS512.11C

Encl: (1) Identification Card Requirements
(2) All Military and Family Members Identification Cards
(3) Civilian Personnel Identification Cards
(4) Contractors

1. Situation

a. The Camp Lejeune Identification Card (ID Card) Center was
established during 1981 when the Department Of Defense (DoD) wmandated
that all Military, Family Members, Retirees, and Civil Service
Personnel be issued ID Cards through the Defense Enrollment
Eligibility Reporting System (DEERS) via the Real-time Automated
Personnel Identification System (RAPIDS).

b. During November 1999 this process was modified to include
mogt civilian contracted persomnel within the DoD system. Also,
during this timeframe the ID Card was changed to the Common Access
Card (CAC) for issBuance to Active and Reserve Military personnel,
Civil Service, and most contracted personnel DoD wide. References
{(a) and (b) establish guidelines for the issuance of Identification
Cards.

2. Cancellation. BO 5512.1B.

3. Mission

a. To establigh regulations governing the issue and recovery of
all Identification Cards (military and civilian). This Order also
sets forth procedures and responsibilities for the operation of the
Camp Lejeune Identification Card Center.

b, Summary of Revigion. This Order contains a significant
number of changes and should be reviewed in its entirety.
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4. Execution

a. The Base Military Personnel Officer issues identification
cards at the Camp Lejeune Identificaticn Card Center in Building 59,
Molly Pitcher Drive located in the Joint Reception Center. The hours
of operation are normally 0630-1900 Monday through Thursday and 0630-
1600 on Friday. The ID Card Center is closed on Federal Holidays.

b. There are many forms of DoD mandated Military ID Cards as
well as several Marine Corps Base Camp Lejeune generated ID Cards for
certain categories of civilian personnel. This Order will cover
issuance of all these forms of ID Cards for all personnel aboard
this installation as noted in enclosure {(l1). Enclosure (2) covers
Military and Family Members ID Card required by Law and enclosure (3}
covers the different ID Cards for the civilian personnel aboard this
ingtallation.

c. All ID Cards covered in this Order are the property of the
U.8. Government and must be safeguarded against fraudulent use, loss,
or mutilation. Their loss must be immediately reported to the Camp
Lejeune Identification Card Center. Upon termination of employment,
all identification cards must be turned into the Camp Lejeune
Identification Card Center per Appendix B of enclosure (3). &An
expired ID Card offered to the ID Card Center will not be returned,
but will be destroyed per the regulations.

d. The improper loaning, use, and altering of these cards
constitutes an offense under Title 1§, U.S. Code, and violatorse are
subject to punishment in accordance with exisgting federal law.

5. Administration and Logistics. ©Not applicable.

6. Command and Signal

a. Signal. This'Order is effective the date signed.



BO 5512.1C toUth

FEB 21 20064°

b. Command. This Order is applicable to Marine Corps Base, Camp
Lejeune and all Camp Lejeune Identification Card Center customers.

Fere,
W. A. MEIER
By direction
DISTRIBUTION: C plus MilPersO (25)

DISTRIBUTION STATEMENT: Approved for public release;
distribution is unlimited

Ch 3



UNITED STATES MARINE CORPS

MARINE CORPS BASE

BC 5512.1€ Ch 1
PERS

APR 1 4 2005

BASE ORDER 5512.1C Ch 1

From: Commanding Officer
To: Distribution List

Subj: CAMP LEJEUNE IDENTIFICATION CARD CENTER
1. Situation. To direct a pen change to the basic Order.
2. Mission. To issue a Change transmittal to the basic Order.

3. Execution. Replace paragraph 2(d) of enclosure (4) page 1,
of the basic Order with the following paragraph:

“Proof of Criminal Records Check. Proof of a criminal records
check from the county or state where the employee has resided
for the previous two years (or length of legal residence for
foreign nationals in the U.S. for less than two years).
Contractor employee background checks are conducted at
Contractor’'s expense. Acceptable sources for criminal records
checks include: County Courthouse; Defense Security Service
(www.dss.mil); and Infolink Screening Services, Inc.
(www.infolinkscreening.com). Criminal records check shall be
conducted annually prior to renewal of badges for reevaluation.”

4. Administration and Logistics. File this Change transmittal
immediately following the signature page of the basic Order.

5. Command and Signal

a. Signal. This Change transmittal ig effective the date
signed.

b. Command. This Change transmittal is applicable to all
Tenant Commands of Marine Corps Base, Camp Lejeune.

By direction

DISTRIBUTION: C plus MilPersO (25)



UNITED STATES MARINE CORPS
MARINE CORPS BASE
PSC BOX 20004
CAMP LEJEUNE, NORTH CAROLINA 28542-0004

BO 5512.1C Ch 2
PERS

JUN 0 2 2006
BASE ORDER 5512.1C Ch 2

From: Commanding Officer
To: Digtribution List

Subj: CAMP LEJEUNE IDENTIFICATION CARD CENTER
Encl: (1) New Page Inserts to BO 5512.1C
1. Situation. To transmit new page inserts to the basic Order.

2. Mission. To transmit new page inserts and issue a Change
transmittal to the basic Order.

3. Execution. Remove pages 1 and 2 of enclosure (4) of the
basic Order and replace it with the corresponding pages
contained in the enclosure.

4. Administration and Logistics. File this Change transmittal
immediately behind the signature page of the basic Order.

5. Command and Signal

a. Signal. This Change transmittal is effective the date
signed.

b. Command. This Change transmittal is applicable to all
Tenant Commands of Marine Corps Base, Camp Lejeune.

By direction

DISTRIBUTION: C plus MilPersO (25}

B



UNITED STATES MARINE CORPS
MARIME CORPS BASE
PSC BOX 20004
CAMP LEJEUNE, NC 28542-0004

B8O 3512.41C Cch 3
PERS

JUN 18 2010

BASE ORDER 5512.1C Ch 3

From: Commanding Officer
To: Distribution List

Subj: CAMP LEJEUNE IDENTIFICATION CARD CENTER
Encl: (1) New page insert to BO 5512.1cC
1. Situation. To transmit a new insert to the basic Order.

2. Mission. To transmit new page insert and issue a change
transmittal to the basic Order.

3. Execution. Remove page 2 of enclosure (4) of the basic
Order and replace it with the corresponding page contained in
the enclosure.

4. Administration and Logistics. File this change transmittal
immediately behind the signature page of the basic Order.

By direction

DISTRIBUTION: C plus MilPersO (24)



UNITED STATES MARINE CORPS
MARINE CORPS INSTALLATIONS EAST-MARINE CORPS BASE
PSC BOX 20005
CAMP LEJEUNE NC 28542-0005

BO 5512.1C Ch 4
H&S BN/IDCC

2 § FFR e
BASE ORDER 5512.1C Ch 4

From: Commanding General
To: Distribution List

Subj: CAMP LEJEUNE IDENTIFICATION CARD CENTER
Encl: (1) New page insert to BO 5512.1C

1. Situation. To transmit a new page insert to the basic
Order.

2. Mission. To transmit a new page insert and issue a change
to the basic Order.

3. Execution. Remove page 2 of enclosure (4) of the basic
Order and replace it with the corresponding page contained in
the enclosure. This change restricts access to Registered Sex
Offenders, or anyone who has any felony convictions within the
past ten years vice five years. Previous contractors who have
been granted access under the “five year rule” are grandfathered
and not subject to the 10 year restriction.

4. Administration and Logistics. File this Change transmittal
immediately behind the signature page of the basic Order.

5. Command and Signal

a. Command. The Change is applicable to all tenant
commands of Marine Corps Base, Camp Lejeune.

b. Signal. This Change is effective thg;date signed.

R /B TE
p¥ty Commander

DISTRIBITION: A/B/C
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PHOTO HEALTH CARD  COLORMTYPE EXPIRATION

CATEGOAY

MILITARY PERSONNEL YES CAC 3 YRS FROM DATE OF ISSUE/EAS

(ACTIVE DUTY, SELECTHD

RESERVES)

INACTIVE RESHRVES/GUARD YES DD 2 (RES) EDS

TRANSITION ASSISTANCE YES DD 2765 180 DAYS

RETIREES YES DD 2S5(RET) INDEFR

DISAHLED AMERICAN VETERAN YES DI INDEF

FAMILY MEMBERS YES phHn 4 YRS FROM DATE OF ISSUE/EAS

FORMER SPOUSES YES DDIITY =hnd

APPROPRIATED FUND

EMPLOYEES (GSWG) YES CAC 3 YRS FROM DATE OF ISSUE

APPROPRIATED FUND

EMPLOYEES RETIRED (20+ Yr5) YES PINK 3 YRS FROM DATE OF ISSUE

NONAPPROPRIATED FUND 3 YRS FROM DATE OF ISSUE

EMPLOYEES YES CAC

TECHNICAL/CONTRACTING 3 YRS FROM DATE OF ISSUE / END

EMPLOYEES veg- CAC OF CONTRACT WHICHEVER

COMES FIRST

ESSENTIAL SERVICE

EMPLOYEES YES YES* YELLOW 1YR

DOMESTIC WORKERS YES YES YELLOW -

DAY WORKERS YES YES YELLOW =

TAXULIMOUSINE

OPERATORS YES VEHICLE REGISTRATION

INSURANCEANVESTMENT 2 YRS FROM DATE OF LETTER OF

AGENTS YES WHITE AUTHORIZATION .

PARCEL CARRIERS; SHOE

SHINE PERSONNEL

COMMISSARY BAGGERS YES YELLOW 1YR

BASE RESIDENTS (NON-

DEPARTMENT OF DEFENSE

IDENTIFICATION CARD

HOLDERS} YES™ BLUE 1YR

HOUSE GUESTS YES BLUE ONLY IF APPROVED BY HOUSING
VIA AA FORM NOT TO EXCEED &
MONTHS

FOREIGN EXCHANGE

STUDENTS YES YELLOW (MWR/THEATER PRIV ONLY)
ISSUED THROUGH TERMINATION OF
SCHOOL YEAR.

SUBSTANCE DELIVERY ALSO MUST HAVE AUTHORIZED

DAIVER YES BLUE LETTER

ENCLOSURE (1)
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PHOTO HEALTH CARD COLORMTYPE EXPIRATION

CATEGORY BEQUIRED __ REQWRED __OFCARD = DATE

PRIVATE LOCAL BUSINESS ALSO MUST HAVE AUTHORIZED
OPERATING ABOARD MCB YES YELLOW LETTER

CONTRACTORS YES YELLOW 30 DAYS OR MORE

* FOOD HANDLERS ONLY

** DURATION OF CONTRACT, BUT NO MORE THAN 3 YEARS AT A TIME

*** IF STAY IS MORE THAN 30 DAYS AND REQUIRES DIRECTOR, FAMILY HOUSING APPROVAL IN WRITING.
**=* MUST MEET REQUIREMENT OF FORMER SPOUSE ACT

ENCLOSURE (1)
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ALL MILITARY AND FAMILY MEMBERS IDENTIFICATION CARDS

1. The Camp Lejeune Identification Card Center is responsible for
the preparation of Identification Cards, DEERS enrollment for
privileges and benefits, and related documentation for:

a. Active Duty;

b. Reserves;

c¢. Transition Assistance;

d. Retirees;

e. Disabled American Veterans;

f. Family members of active duty and retirees;

g. Former Spouses and;

h. DOD contractor/Civil Service/Other Federal and Non-
Appropriated Fund employees.

2. Reqguirements for ID Cards vary in accordance with the references.
It is the indiwvidual's responsibility to keep their ID Card current
and serviceable. Eligible personnel will provide an original or
"certified true copy” of all required documents, per Appendix A, of
enclosure (2) to the verifying official when requesting DEERS
enrollment or ID Card issuance. Family members must have either
their sponsor present, a Power of Attorney, or a valid DD Form 1172
in accordance with reference (b) prior to isguance of an ID Card or
to make any changes to the DEERS. Block 89 of the DD Form 1172 must
atate what documents the Verifying Official that prepared the DD Form
1172 has reviewed. The DEERS/RAPIDS Verifying Official prior to
igsuing an ID Card making any changes to DEERS must view the required
documentation.

4. Administrative Sections throughout the Camp Lejeune area are
responsible for ensuring their Marines surrender their Identification
Card at termination of their contract. These ID Cards must be
returned to the Camp Lejeune Identification Card Center for proper
destruction in accordance with applicable laws and the reference.

ENCLOSURE {(2)

Ch 3
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5. Military members must present a properly completed Lost ID Card
statement per Appendix B of enclosure (2) before being reissued an ID
Card (CAC). Individuals should be cautioned to read the statement
thoroughly and ask gquestions if appropriate.

6. The Camp Lejeune Identification Card Center will ensure all above
members are properly enrcolled into DEERS for privileges and benefits
of which they are entitled. All required documents must be
met/viewed prior to the Verifying Official (RAPIDS Clerk) entering
these persons into DEERS.

ENLCOSURE (2)
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DOCUMENTS/PROCEDURES FOR 1D CARDS

PROMOTIONS
e Original signed or copy of signed Promotion Warrant
e 0©0ld ID Card

RERNLISTMENT/EXTENSION

¢ Originally signed or Certified True Copy of Reenlistment/Extension Contract

e 0l1ld ID Card
Note: extensions will not be done prior to effective date of extension

LOST/ETOLEN ID CARD

¢ Must have filled out Loat ID Card Statement and have another form of picture ID
{Active Duty and Reservist only)

¢ Non-NCO must be accompanied by and NCO or above

RESERVIST GOING ON ACTIVE DUTY

® Original Orders or 1172 stating member is op active duty orders for 31 days or
more

e photo ID

RETIRED/TR PFHMCR

« Original/Copy of Orders or DD 214 (these members should wait until their
retirement date so benefits will continue)

« 0Old ID Card

AFPPELLATE LEAVE

* Original signed Appellate Leave Orders; Initial ID Card, expiration date 1 year
or less

e Reissuance in 90 days lncrements must be authorized by NAMALA

DIVORCE
s Must have original or certified true copy of divorce decree; Must be absolute
divorce or final judgment

ORIGINAL ISSUE/ENROLLMENT OF FAMILY MEMEERS

For Spousas

¢ Marriage certificate with state seal or file number, birth certificate, SSN
Card, Picture ID, and divorce decree if either was previously married. Driver's
License, Tax forms or other state or federal documents may be used if birth
certificate or SSN Card can't be produced. Death cercificate if applicable.

For Children
e« Birth certificate and SSN card if over 6 months old

¢ Court ordered documents and established paternity, child dependency affidavit,
and birth certificate documents (applies to Wardo, Adoptive, Illegitimate to
male sponsor, and any child that is not biological or stepchild)

REISSUANCE AND RENEWALS OF FAMILY MEMBERS
*+ SPONSOR MUST BE PRESENT UNLESS:
o The dependent has a valid POWER of ATTORNEY, OR
© Must have a signed DD Form 1172 verified and date is 90 days or less

from f£orm date
Appendix A to

ENCLOSURE (2)

2-A~1
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DOCUMENTS/PROCEDURES FOR ID CARDS ah
3

REQUIREMENTS FOR CHILDREN BORN OUT OF WEDLOCK

e Male sponsor must have a judicial determination concerning his paternity of the
child, Female sponsor must have a birth certificate with her name on it stating

she is the mother.

¢ If the gponsor wants the child to hava commissary privileges, the child must
reside in the sponsor’s household or in cne maintained by the sponsor.

» The sponsor must provide a child dependency affidavit showing that he/she
provides over 50% of the child’s expenses to rate exchange and theater
privileges.

= The child’s mother must £ill out and sign the child dependency affidavit. You
may type the sheet yourself as long as the mother’s signature is on it. Thise
form must be notarized.

¢ Sponsor must provide the original or a certified true copy of the child’s birth
certificate and Social Security Card.

IMPORTANT NOTE: AT LEABT ONE PARENT'S NAME MUST APPEAR ON BIRTH CERTIFICATE.

Appendix A to
ENCLOSURE (2)

2-A-2
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UNITED STATES MARINE CORPS FEB 21 2005
IDENTIFICATION CARD CENTER Ch
MARINE CORPS BASE
PSC BOX 20087
CAMP LEJEUNE, NORTH CAROLINA 28542-0087

1000
ipcc
(DATE)

From:

(RANK, LAST NAME, PIRST NAME MI 38N, UNIT)
To: Identification Card Center, Marine Corp Base, Camp Lejeune, NC

Subj: LOST ID CARD STATEMERT

Ref: (a) AFI 36-3026 (I)
{b) MCO P5512.11C

1. If SNM does not have another form of picture ID, SNM MUST be accompanied by a
VERIFYING INDIVIDUDAL or have a photo in the Biometrics of DEERS to receive a new id
card. Non-NCOs require an NCO or above to accompany the individual to the ID Card
Center. Individuals with appropriate picture ID requires only this form, proparly
filled out by the correct command official.

2. I hereby certify that the Armed Forces Identification Card DD Form 2 MC/DD Form
1173, issued to me was lost/stolen (circle one) and is not in my possession. I
further understand that I am to surrender the lost ID Card, should it be located to
the proper authorities. I further understand that the penalty for presenting false
claims and statements in connection with said ID card may result in a fine not more
than $10,000, imprisonment for not more than 5 years, or both (Act 25 June 1984, 18
USC 287, 1001). My ID Card was lost/stolen (circle one} under the following
circumstances:

{(MARINE’S SIGNATURE AND DATE)
THIS SECTION MUST BE FILLED OUT BY APPROPRIATE COMMAND OFFICIAL:

FLEASE PRINT:

(LAST NAME, PIRST MI)

{SIGNATURE) (DATE)

{UNIT) { PHONE NUMRER)
CIRCLE ONE: GySgt latSgt Xo co

CPO SCPO X0 CO(NAVY ONLY)

Appendix B to
ENCLOSURE (2)
2-B-1
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CIVILIAN PERSONNEL IDENTIFICATION CARDS

1. The Camp Lejeune Identification Card Center is responsible for
the preparation of Identification Carde for all Civilian Personnel
aboard Camp Lejeune.

2. Civilian personnel that have lost their ID Card or have an
expired ID Card are required to have a persconal history form
statement with them when coming in for a reissued ID Card. Ensure
you read and £ill out the form completely. A copy of this form is
attached to this enclosure as Appendix A to enclosure {3). The Human
Resource Offices (HRO) are responsible for creating these civilian
categories that will be reported through master service tapes/feeds

to DEERS.

3. Specific Camp Lejeune ID cards are issued for identification
purposes and are not to be considered passes to all areas of Camp
Lejeune. Civilian personnel who have official business in gquarters,
buildings, or areas away from their primary place of employment will
carry a work order or special pass authorizing such entry.

4. Supervisors will ensure their employees turn into the Civilian
Human Resources Office a completed Civilian Employee Clearance
Checklist, Appendix B. Supervisors are responsible for ensuring
their employees surrender their Identification Card upon termination

of their employment.

5. Posgession of Camp Lejeune Civilian Identification Cards.

The following civilian personnel are required to either have a
Department of Defense identification card or a Camp Lejeune civilian
identification card in their possession at all times while aboard
Camp Lejeune. Enclosure (1) identifies what type of ID Card would be
issued to the below personnel:

a. Appropriated Fund Employees. Employees who are retired
military personnel or family members of retired or active duty
military personnel will be issued a Common Access Card (CAC) while
employed as a DoD Civil Service Employee.

b. Nonappropriated Fund Employees. The Camp Lejeune
Identification Card Center will control and issue ID Cards to
nonappropriated fund employees authorizing NAFI benefits.

ENCLOSURE (3)

Ch 3
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CIVILIAN PERSONNEL IDENTIFTICATION CARDS

¢. Technical and contracting employees who are duly assigned by
competent authority to an activity and render technical or
professional assistance or service.

d. Essential service workers who are privately employed in the
operation of esasential Bervice facilities ({(e.g., credit union, Red
Cross, bank, bus depot, Moore’s Cafeteria, messhalls, IMI, Inc.,
Spouse Abuse Shelter, etc.).

e. Domestic workers who are regularly employed by a resident of
public quarters or rental housing and who live-in at least four
nights per week.

f. Day workers who are regularly employed by one or more
residents of public quarters or rental and who live-in less than four

nights per week.

g. Taxi/limousine operators who operate vehicles displaying Base
tags. Active duty and retired military personnel reguire a Camp
Lejeune Identification Card in addition to their Military
Identification Card.

h. Insurance and investment agents who are regularly employed in
selling Iife insurance and investments. Retired military personnel
require a Letter of Authorization in addition to their Military
Identification Card.

i. Parcel carriers, shoeshine personnel, and commissary baggers.

j. Residents over 10 years of age not defined above who reside
in family housing, but do not qualify for a Department of Defense
Identification Card.

k. Temporary houseguests authorized by the Housing Manager,
Family Housing Division.

1. Foreign Exchange Studentg whose sponsor (s} are entitled to
bonafide entitlements will receive an Identification Card not to
exceed the end of school term.

m. Retired Civil Service Employees from Camp Lejeune with twenty
or more years will receive an Identification Card for privileges to
use some MCCS facilities {Beaches, Pool, Gym, Golf Course, etc.)}.
These privileges do not include the Base Commissary or Marine Corps
Exchange.

ENCLOSURE (3)
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CIVILIAN PERSONNEL IDENTIFICATION CARDS

6. Procedures

a. MCBCL 12290 (Personal History Card). The Personal History
Card (Appendix A) must be presented at the Camp Lejeune
Identification Card Center when completing an application for a Camp
Lejeune Identification Card. Personal History Cards are available
for pickup at the Human Resources Office (HRO). Supervisors will
ensure food service handlers cbtain a Health Card on a yearly basis
and will so indicate this on the Personal History Card (MCBCL 12290)
(i.e., H.C. .

b. Appropriated Fund Employees. The Human Resources Office
(HRO) will complete and sign MCBCL 12290 for initial issue. Renewals
will only require your current CAC. In the event of an expired or
lost CAC, the resubmission of MCBCL 12290 and signature of an
authorized representative of the employee's activity or section is
required. If your CAC is lost, you must also present a valid photo
ID. The Camp Lejeune Identification Card Center issues all renewals.

¢. Nonappropriated Fund Employees. The Nonappropriated Fund
Civilian Personnel Office will complete and sign DD Form 1172-2 for
initial issue. Personnel supervigors will complete and sign DD Form
1172-2 for employee’s renewals.

d. Domestic and Day Worker; Taxi/Limousine Operators; and
Insurance and Investment Agents. Procedures are set forth in
geparate directives.

e. Parcel Carriers, Shoe Shine Personnel, and Commissary
Baggers. Employers will complete and sign MCBCL 12290 for new
employees and all renewals.

£. Residents over 10 years of age who reside in family housing
and are not eligible for Department of Defense Identification Card;
temporary house guests. An Administrative Action (AA) form will be
the only form utilized to the Base Housing Director to authorize
approval of guest occupancy not to exceed 6 months. An AR form,
along with an endorsement from Housing will be brought to the Camp
Lejeune Identification Card Center for issuance of the appropriate
Identification Caxrd.

g. Contractors. See enclogure {(4) for guidance,.

ENCLOSURE (3}
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CIVILIAN PERSONNEL IDENTIFICATION CARDS

7. Personnel authorized to sign MCBCL 12290 and DD Form 1172-2 will
engure that their names and signatures are recorded with the Camp
Lejeune Identification Card Center. This information will be
submitted via letter in accordance with Appendix D of enclosure (3).
Any changes thereto will be reported immediately. These letters will
be updated annually.

8. Recovery of Camp Lejeune Civilian Identification Cards

a. These ID cards will be immediately returned to the Camp
Lejeune Identification Card Center whenever the civilian permanently
departs the Base, retires, or is no longer an employee.

b. If an ID card is not recovered, the Camp Lejeune
Identification Card Center will be notified immediately in writing by
supervisors of departments and activities, the private employer, or
the sponsor of a civilian residing on Base, and the reason for non-
recovery will be given. This is so any privileges may be revoked,
and they are not allowed to enter the installation.

ENCLOSURE (3}
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FDCPIR.ES

NAME (Last, First, Middlc) CARD NO,

DATE of BIRTH PLACE of BIRTH EYES

HAIR )HEIGHT |WEIGHT [CITIZENSHIP (NATURALIZED

LOCAL ADDRESS

DATES EMPLOYED ‘ DATE REPORTED

EMPLOYED BY

SIGNATURE OF AFPLICANT

—— = " " - *
The Civilian Employee concerned has certified 10 me that
tha above information is correct,

SIGNATURE OF SUPERVISOR

THIS FORM IS SUBJECT TO THE PRIVACY ACT OF 1974

Appendix A to
ENCLOSURE (3)

3-A-1

Ch 3
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CIVILIAN EMPLOYEE CLEARANCE CHECKLIST

CLEARRNCE IN ACCORDANCE WITH BASE ORDER 12715.1_, IS REQUIRED PRIOR TO SEPARATION
FOR _ANY REASON.

NAME SSN DEPT

NOTE TO SEPARATING EMPLOYEE: COMPLETE CLEARANCE REQUIREMENTS AS INDICATED.
FATILURE TO PROPERLY CLEAR THROUGH THE BELOW LISTED OFFICES MAY RESULT IN A

DELAY IN RECEIVING YOUR FINAL PAY.

SUPERVISOR: I CERTIFY THAT GOVERNMENT PROPERTY CHARGED TO THE ABOVE

EMPLOYEE WAS TURNED IN, RECOVERED, OR SHORTAGE REPORTED.

DATE : SIGNATURE: o
I. MEDICAL EXAMINATION (ABOUT 10 DAYS PRIOR TO THE LAST DAY OF WORK.) -EEPLQYEES
MAY ELECT OR WAIVE THE POLLOWING EXAMINATION: AUDIOMETRIC
TEST
{SIGNATURE} (DATE)
WAIVED
(SIGNATURE) {DATE)

II. CHECK oUT (LAST DAY OF WORK.}

EMPLOYEE SHOULD ARRIVE AT THE CIYVILIAN HUMAN RESOURCES OFFICE-E, CAMP LEJEUNE
SATELLITE OFFICE, BUILDING 33, BETWEEN 1430 AND 1500, WITK ALL ITEMS NOTED BELOW
SIGNED OFF. TIME MAY VARY ACCORDING TO YOUR WORK SCHEDULE. CHECK WITH YOUR
SUPERVISOR FOR FURTHER GUIDANCE.*

1. CIVILIAN PAYROLL (BUILDING 8)
A. LAST WORK DAY: B. EFFECTIVE SEPARATION DATE:

C. ACCRUED ANNUAL LEAVE AS OF EFFECTIVE DATE: (DAYS & HOURS)
D. FEGLI: YES NO IF “YES” ANNUAL PAY: §

2. ID CARD CENTER (BLDG 59)
A. TURNED IN CIVILIAN ID CARD

S e

ID CENTER OFFICIAL‘S SIGNATURE & DATE

3. VEHICLE REGISTRATION UNIT ({(BUILDING 60 - RECEPTION CENTER)
A. TURNED IN AUTO DECAL

PMO SIGNATURE & RANK
B. NO AUTO DECAL WAS ISSUED TO ME AS A CIVILIAN EMPLOYEE.
(MILITARY/RETIRED/DEPENDENT)

(SIGNATURE, IF APPROPRIATE)

4. EMPLOYEE RELATIONS BRANCH ~ FOR RETIREES (BUILDING 33)
EMPLOYMENT BRANCH - FOR ALL OTHER SEPARATIONS ({BUILDING 33)

A. FEGLI CERT. & NOTICE OF E. HEALTH BENEFITE (E8F-2810)
CONVERSION PRIVILEGE (SF-2821 & 2819 TEMPORARY CONT OF COVERAGE

B. RETIREMENT REFUND APPLICATION F. OPERATOR'S PERMIT

C. UNEMPLOYMENT COMP (SF-8) G. TSP WITHDRAWAL FORMS

D. NCTICE TO SEPARATED EMPLOYEES
CONCERNING DISPOSITION OPF
(SF-253)

HATURE OF SEPARATION TO EMPLOYMENT FOR FINAL ACTION (DATE)

FORWARDING ADDRESS

MCBCL 12715
REV 1/02

Appendix B to
ENCLOSURE (3)

FEB 21 2006
Cch

3
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Pleage road Aguncy Disclosure Notice, Privaoy Act Statement, and h 1ionE priot 16 0
MARK (ERE FOA LIV LN APPLICATION FOR DEPARTMENT QOF DEFENSE COMMON ACCESS CARD O3 Ao D/oatiatd
CONTAACTOH 1 oasth
T T DEERS ENROLLMENT Lh8 S vty
1. MAME rLast, First, Mioatel 2 EEk] 3. sEM 4, 8TaTus 5. CRGANIATION
S FAVORADE |7, GEN.CAT | B CIZTRGS | 0. 0ATE BF EIH 10, PLACE OF BWTH T LA DPEATE FX7]

11, CURRENT REEMENCE ADDRESS

4 SUFPLEMENTAL ADDRENS WFORMATION

18. CiTY 18. STAYE | 17 P CODF 18. COUNTRY 0. FNCK E-MAL ADDRPES
30. CITY OF DUTY LOCATION 21, STATE OF DUTY 2. COUMTRY OF DUTY 3. ALTERNATIVE E-MtAl ADORFES
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74, BRONSORING DFACE MAMS

SECHON 1
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T ——— ——
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33, TYPE OF CARD B3EUED
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3 TR naTe
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(%]
x
3
ig (=]
§52
QO F
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37. SHIATURE ’. [
L]
1 certify the individusal idantified sbave, based on parsonal knowledge and avallable documentation, is in a status sligibls for
g and requires & CAC in the perfarmance of thalr dutiea with the Uniformed Servicas,
B B9, TYPED NAME Last. Fryv, Mialole) 40. UMIT/ORGANIZATION NAME
=2
=
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o
1 J e ]
g 48, BIGNATURE 4‘.@#%
-
47 TYPED NAME (Lass, Fat, Macdtiel 4u, PAY GRADE 49, LET/COMAMAND NAME
g P S0, TILE 81t $2. DUTY PHONE RO, 83, UNITICOLIMAND ADDRESS IStrvet, City, Stare, 21P Coder
et
2zE
b v ——
o B B4, SIGNATURT ﬁ.%‘
= RECEIPT OF NEW CARD 15 ACKNOWLEDGED
= L AP
2 w
tr
?h;!arm vaiki for iszup of Common Aceess Cord for 80 days from date of vetificatron.
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SAMPLE SIGNATURE CARD

The following person(s) are authorized to sign MCBCL 12290 (Personal
History Card) /DD 1172-2 Forms for this activity/organization:

NAME AND TITLE SIGNATURE
NAME AND TITLE SIGNATURE
NAME AND TITLE SIGNATURE
NAME AND TITLE SIGNATURE

APPROVING OFFICIAL:

NAME AND TITLE

SIGNATURE AND DATE

ACTIVITY/ORGANIZATION/TELEPHONE NUMBER

This form must be updated annually, and as authorized personnel
depart and/or when a new authorizing individual is added.

Appendix D to
ENCLOSURE (3)



BO 5512.1C Ch 2
JUN ¢ 2 2006

CONTRACTORS

Contractors must be in compliance with this Order within six months of the
date thig Order is published.

1. Issuance of Access Badges. The U.S. Government will issue badges to
contractor personnel without charge. Badges will be issued for one year
or for the duration of contract, whichever is less, from the Marine Corps
Base, Camp Lejeune, Identification Card Center, Building 59 (Molly Pitcher
Road (910-451-2727).

2. In order to obtain badges for installation access, contractor and
subcontractor employees shall present the following documentation to the
cognizant ID Card Center:

a. Proof of Valid Government Contract. This should be in the form
of a letter from the Contracting Officer indicating location of contract
work, contract period and name of prime contractor. For subcontractors
provide proof of employment on a valid Government contract (e.g., a letter
[on company letterhead] from the prime contractor including contract
number and term).

b. Photo ID. Valid state or federal issued picture identification
card. Acceptable documents include state drivers license, DMV issued photo
identification, or alien registration card.

c. Proof of Employee Citizenship or Legal Alien Status. Acceptable
documents include birth certificate, Social Security Cards, Immigration
and Naturalization Service (INS) forms and passports.

d. Proof of Criminal Records Check. Proof of a criminal records check
from the county or state where the employee has resided for the previous
two years (or length of legal residence for foreign nationals in the U.S.
for less than two years). Criminal background records checks must be from
a credible source. Many credible sources exist, but some examples include
the County Courthouse, Infolink Screening Services, Inc.
(www.infolinkscreening.com), IntegraScan Criminal Records Checks
(www.integrascan.com), Intelius Employee Screening (www.Intelius.com),
and Castle Branch www.castlebranch.com). Subsequent to the initial
criminal background records checks, local criminal records checks shall
be conducted annually prior to renewal of badges for reevaluation.”

ENCLOSURE (4)
Ch 2
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3. Denial of Access. Installation access shall be denied if it
is determined that an employee:

a. Is on the National Terrorist Watch List.
b. 1Is illegally present in the United States.
c. Is subject to an outstanding warrant.

d. Has knowingly submitted an employment questionnaire with
false or fraudulent information.

e. Has been issued a debarment order and is currently
banned from military installations.

f. 1Is a Registered Sexual Offender, or has any Felony
Conviction within the past ten years.

g. Previous contractors who have been granted access under
the “five year rule” are grandfathered and not subject to the
restriction of paragraph 3f above.

4. Appeal Process. All appeals should be directed to the Base
Inspector’s Office for any individual that has been denied
access to the Base.

5. Display and Disposition of Badges. Contractor employees
shall prominently display their badges on their person at all
times. Upon completion or termination of a contract or an
individual's employment, the Contractor shall collect and turn
in badges to the Pass and ID Office from which it was issued.
If the Contractor is unable to obtain the employee's badge for
whatever reason, the cognizant Pass and ID Office will be
notified within 24 hours. During the contract performance
period contractors will immediately report instances of lost or
stolen badges to the issuing pass and identification office.

ENCLOSURE (4)



