
UNITED STATES MARINE CORPS 
WNWE CORN lASE 

POe""""'" CUPl£JE\JNE, JQfJHCAADUNA 2e4UOOt 

BASE ORDER 5512 .1C ".) [Jr, I, tJi\ 7.. • J , Ch 3 ..., 

From: 
To: 

Subj: 

Ref: 

Commanding Officer 
Distribution List 

J 

CAMP LEJEUNE IDENTIFICATION CARD CENTER 

(a) 000 Inst 1000.13 
(b) MCO P5512.11C 

Encl: (1) Identification Card Requirements 

BO 5512.1C 
PERS 

FEB 212006 

(2) All Military and Family Members Identification Cards 
(3) Civilian Personnel Identification Cards 
(4) Contractors 

1. Situation 

a. The Camp Lejeune Identification Card (10 Card) Center was 
established during 19B1 when the Department of Defense (000) mandated 
that all Military, Family Members, Retirees, and Civil Service 
Personnel be issued 10 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 
most civilian contracted personnel within the 000 system. Also, 
during this time frame the 10 Card was changed to the Common Access 
Card (CAC) for issuance 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 establish 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 Revision. 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 Identification 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 (1). 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 
installation. 

c. All ID Cards covered in this Order are the property of the 
U.S. 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 18, U.S. Code, and violators are 
subject to punishment in accordance with existing federal law. 

5. Administration and Logistics. Not applicable. 

6. Command and Signal 

a. Signal. This'Order is effective the date signed. 
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b. Command. This Order is applicable to Marine Corps Base, Camp 
Lejeune and all Camp Lejeune Identification Card Center customers . Ch 3 

~/"-reU" w. A. MEIER 
By direction 

DISTRIBUTION: C plus MilPersO (25) 

DISTRIBUTION STATEMENT: Approved for public release; 
distribution is unlimited 
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UNITED STATES MARINE CORPS 

BASE ORDER 5512.1C Ch 1 

From: Commanding Officer 
To: Distribution List 

MARINE CORPS BASE 
PSC BOX 20004 

CAMP LEJEUNE, NOATli CAROlINA 28542-OOCW 

Subj : CAMP LEJEUNE IDENTIFICATION CARD CENTER 

BO 5512.1C Ch 1 
PERS 

APR 14 2OO1l 

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 Loqistics. File this Change transmittal 
immediately following 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) 
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UNITED STATES MARINE CORPS 
........ CORPS .... 

pSCoax_ 
CNM' LEJE:UNE. NOATli CAReUHA 28542-OOCM 

BASE ORDER 5512.1C ch 2 

From: 
To: 

Subj: 

Encl: 

Commanding Officer 
Distribution List 

CAMP LEJEUNE IDENTIFICATION CARD CENTER 

(1) New Page Inserts to BO 5512.1C 

BO 5512.1C Ch 2 
PERS 

JUN 0 2 2006 

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. 

~9!{(it1 
By direction 

DISTRIBUTION: C plus MilPersO (25) 
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UNITED STATES MARINE CORPS 
MARINE CORPS BASE 

PSC BOX 20004 
CAMP LEJEUNE. HC 28542-0004 

BASE ORDER 5512.1C Ch 3 

From: 
To: 

Subj: 

Encl: 

Commanding Officer 
Distribution List 

CAMP LEJEUNE IDENTIFICATION CARD CENTER 

(1) New page insert to BO 5512.1C 

BO 5512.1C Ch 3 
PERS 

JUN 18 2010 

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) 
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UNITED STATES MARINE CORPS 
MARINE CORPS INSTALLATIONS EAST- MARINE CORPS BASE 

PSC BOX 20005 
CAMP LEJEUNE NC 28542 - 0005 

BASE ORDER 5512.1C Ch 4 

From: 
To: 

Subj: 

Encl: 

Commanding General 
Distribution List 

CAMP LEJEUNE IDENTIFICATION CARD CENTER 

(1) New page insert to BO 5512.1C 

BO 5512.1C Ch 4 
H&S BNIIDCC 

2 6 FFB 7"'· 

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 

DISTRIBITION: AlBIc 
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BO SS12.1C to CY\ 1;2-
FEB it 1 2006 ' Ch 3 

IDEIfilFICATJON CABD REOUIREMENTS 

PAIVAn; LOCAl. BIJStNESS 
OPERATING ASOARO MeB 

CONTRACTORS 

• FOOD HANOlERS ONLY 

PHOTO 
8EOlHAEQ 

YES 

YES 

HEALllI CAIID COlOAIrYPE 
REQUIRED OF cARP 

YEUOW 

YELLOW 

•• OORAnON OFC()HTR.\CT. 8IIT NO MORE ~ 3 YEARS AT A nME 

EXPIRATION 
DATE 

ALSO MUST HAVE AUTHORIZED 
LETTER 

30 DA VB OR MORE 

•• , IF STAY IS MORE THAN 30 DAYS AND REQUIRES DIRECTOR. FAMILY HOUSING APPROVAL IN WRrnNG. 
•• - MUST MEET REOUIREMENT OF FORMER SPOUSE ACT 

ENCLOSURE (I) 

2 

• 
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no ~ 1 2006 
ALL MILITARY AND FAMILY MEMBBRS IDENTIFICATION CARDS 

1. The Camp Lejeune Identification Card Center is responsible for 
the preparation of Identification Cards, DBERS 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. Requirements for ID Cards vary in accordance with the references. 
It is the individual's responsibility to keep their 10 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 OEERS 
enrollment or 10 Card issuance. Family members must have either 
their sponsor present, a Power of Attorney, or a valid DO Form 1172 
in accordance with reference (b) prior to issuance of an 10 Card or 
to make any changes to the OEERS. Block 89 of the DO Form 1172 must 
state what documents the Verifying Official that prepared the DO Form 
1172 has reviewed. The OEERS/RAPIDS Verifying Official prior to 
issuing an 10 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. 

ENCLOStJRE (2 J 

1 

Ch 3 
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FEB 21 2006 ' 

Ch 3 

S. Military members must present a properly completed Lost ID Card 
statement per Appendix B of enclosure (2) before being reissued an 10 
Card (CAC). Individuals should be cautioned to read the statement 
thoroughly and ask questions if appropriate. 

6. The Camp Lejeune Identification Card Center will ensure all above 
members are properly enrolled into DBERS 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 ) 

2 
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DOCUMENTS/PROCEDURES FOR ID CARDS FEB 21 2006 

PROHOTIOlfB 

• Original signed or copy of signed Promotion Warrant 
• Old ID Card 

• Originally signed or Cortified True Copy of Reenlistment/Extension Contract 
• Old ID Card 
Note: extenoions will not be done prior to effective date of extension 

LOST/STOLBN rD CARD 

• Must have filled out Lost ZD Card Btat...at and have another form ot picture 10 
(Active OUty and Reservist only) 

• Non-bleO must be accompanied by and NCO or above 

l12SuvrST ClOnlO ON ACTrVlr DDTY 

• Original orders or 1172 stating member 1s on active duty orders for 31 days or 
more 

• Photo ID 

as'nun/Ta PIICR 
• Original/Copy of Orders or DO 214 (these members should wait until their 

retirement date GO benefito will continue) 
• Old ID Card 

APPSLLAft LIlAV3 

• Original Digned Appellate Leave ordersl Initial 10 Card, expiration date 1 year 
or less 

• Reissuance in 90 days increments muat be authorized by NAMALA 

DIvoaCE 
• MUst have original or certified true copy of divorce de~ree; Hunt be absolute 

divorce or final judgment 

ORrODfAL rSSI1II:/DlltOLLICIDIT 01" PAlULY _!IRS 
,"or Spou •• a 

• Marriage certificate with state seal or file number. birth cp.rtificaee, SSN 
Card. Pieture 10, and divorce decree if either ~as previously married. Driver's 
License, Tax forms or other state or federal documents may be used 1f birth 
certificate or SSN Card can't be produced. Death certificate if applicable. 

Por Chi~dren 
• Birth cer~ificate and SSN card if over 6 months old 
• Court ordered documents and established paternity, child dependency affidavit, 

and birth cereificate docoment6 (applies to Warda, Adopt i ve. Illegitimate to 
male sponsor. and any child that is not biological or otepchild) 

urSSUANCII AIID a_ALB 01" PAJ[[LY _B 
• SPONSOR MUST BH PRaSBNT OWLaSS : 

o The dc-pendent has Q valid POWER of ATTOR..~EY, OR 
o Must. have a signed DO Form 1172 verified and date is 90 days or less 

f.ram form date 

2 - A- 1 

Appendix A to 
ENCLOSURE (2) 

Ch 3 

--~------~ .... --- .-~.-. ~~-- -~ ... 



BO 5512 .1C I wcJtI, 

DOCUMENTS/PROCEDURES FOR ID CARDS FEB 21 2006 

IUtQO'ZRIDIIDI'1'S POR CIlUDRBR BORN on OP IfBDLOCIt 

• Male sponsor must have a judicial d~termlnation concerning his paternity of the 
child. Female sponsor must have 8 birth certificate with her na~e on it stating 
she is the mother. 

• If the aponsor wants the child to have commissary privileges, the child must 
reside in the sponsor'a household or in one maintained by the sponDor. 

• The aponsor must provide a child dependency affidavit showing that he/she 
provides over SOl of the child's expenses to rate exchange and theater 
privileges. 

• The child's mother must fill out and sign the child dependency affidavit. You 
may type the sheet yourself as long AS tbe mother's signature is on it. This 
form must be notarized. 

• Sponsor must provide the original or a certified true copy of the child's birth 
certificate and Social security Card. 

DlPORTAIIT NOTE. AT LEAST ONE Pl\REN'\" S NJ\ME MUST APPEAR ON BIRTH CERTIFICATE. 

Appendix A to 
ENCLOSORE (2 ) 

2 -A-2 

---------

Ch 3 
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UNITED STATES MARINE CORPS 
lDENTlFICAIlON CARD CEfITER 

MARINE CORPS BASE 
PSC BOX 20087 

FEB 21 2006 

CAMP l£IEUNE. NORll1 CAROliNA 28542.0007 
1.000 
IDce 

(DATE) 

To! Identification Card Center. Marine Corp Base, Camp Lejeune, NC 

Subj, LOS~ XD CAlID STATDIB1\l 

Ref, (a) AFI 36-3026 (I) 
(b) HCO PS512.11C 

1. J:f SRM do •• Dot have &I1ot:her fana of plct.ura ID. SNN ~ b. ac:cOJaplUli.d. by a 

~~~~~~~~~~~io~rhh:.;V;.~.~P;h~Q~t~o~i~n~c:t~h~e::aiomatria. of DEBRS to receive a Dew id to accompany the individual to the ID Card 
Center. 10 require. only this for.m, properly 
filled out by the correct command official. 

2. r hereby certify that the Armed Forces Identif i cation Card DD Porm 2 Me/DO 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 loot ID Card, should it be located to 
the proper authorities. I further understand thut the penalty for presenting false 
claims and statements in connection with said ID card may result in a fine not more 
than $lO,OOO, imprisonment for not more than 5 years, or both (Act 2S June 1984, 18 
USC 287, 1001). My ID Card was lo.c/atolen {Circle one} under the following 
circumstances: 

(IIARl:mr' B SXcmATIJlUr NIO DA~B) 
THrs sBcrroH MUST BB FILLED OUT BY APPROPRIATE COHHAND OFFrcXAL: 

PLEASE PRINT, 

erRCt.!! ONE, 

(LAST H~~E. FIRST HI) 

(SIGNATURE) 

(UNIT) 
GySgt 
CPO 

lotSg" 
SCPO 

2-8-1 

xo 
XO 

(DATE) 

(PHONE NUMBER) 
CO 
CO (NAVY ONLY) 

Appendix B to 
ENCLOSURE (2) 

Ch 3 

---------~ 
... _-----
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FEB 21 2006 
CIVILIAN PERSONNEL IDENTIFICATION CARDS Ch 3 

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

2. Civilian personnel that have lost their 10 Card or have an 
expired 10 Card are required to have a personal history form 
statement ~ith them ~hen coming in for a reissued 10 Card. Ensure 
you read and fill out the form completely. A copy of this form is 
attached to this enclosure as Appendix A to enclosure (3). Ths Human 
Resource Offices (HRO) are responsible for creating these ciVilian 
categories that ~ill be reported through master service tapes/feeds 
to DEERS. 

3 . Specific Camp Lejeune 10 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 quarters, 
buildings, or areas away from their primary place of employment will 
carry a ~ork 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. Possession of Camp Lejeune Civilian Identification Cards. 
The follo~ing 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 ~hat type of ID Card ~ould 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 1D Cards to 
nonappropriated fund employees authorizing NAFI benefits. 

ENCLOSURE (3 ) 

1 
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BO 5512.1e ;.) t..hl J 2.. CH 3 

FEB 2 1 2006 CIVI~IAN PERSONNEL IDENTIFICATION CARDS 

c. 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 essential service facilities (e.g., credit union, Red 
Cross, bank, bus depot, Moore's Cafeteria, messhalls, IMI, Inc., 
Spouse Abuse Shelter, etc.). 

e. 
public 
nights 

Domestic workers who are regularly employed by a resident 
quarters or rental housing and who live-in at least four 
per I~eek. 

of 

f. Day workers who are regularly employed by one or more 
residents of pub11c quarters or rental and who live-in less than four 
nights per week. 

g. Taxi limousine 
tags. Act1ve uty an 
Lejeune Identification 
Identification Card. 

o era tors who operate vehicles displaying Base 
personnel require a Camp 

Card to their Military 

h. Insurance and investment agents who are regularly employed in 
selling 11£e 1nsurance and 1nvestments. 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 Students 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) 

2 
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CIVILIAN PERSONNEL IDENTIFICATION CARDS 
FEB 21 200& 3 

6. Procedures 

a. HCBCL 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 obtain a Health Card on a yearly basis 
and will so indicate this on the Personal History Card (HCBCL 12290) 
(i.e., H.C. __ ). 

b. Appropriated Fund Employees. The Human Resources Office 
(HRO) will complete and sign HCBCL 12290 for initial issue. Renewals 
will only require your current CAC. In the event of an expired or 
lost CAe, theresubmission 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 
10. The Camp Lejeune Identification Card Center issues all renewals. 

c. Nonappropriated Fund Employees. The Nonappropriated Fund 
Civilian Personnel Office will complete and sign 00 Form 1172-2 for 
initial issue. Personnel supervisors will complete and sign 00 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 
separate directives. 

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

f. 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 AA form, 
along with an endorsement from Housing will be brought to the Camp 
Lejeune Identification Card Center for issuance of the appropriate 
Identification Card. 

g. Contractors. See enclosure (4) for guidance. 

ENCLOSURE (3) 

3 
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Ff:.1j .i:: 1 lUUO 
CIVILIAN PERSONNEL IDENTIFICATION CARDS 

7. Personnel authorized to sign MCBCL 12290 and DD Form 1172-2 will 
ensure 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. 
Lejeune 
departs 

These 1D cards will be immediately returned to the Camp 
Identification Card Center whenever the civilian permanently 
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 Baae, 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) 

4 



-----

f"PJRES 
NAME (Us~ First. Middle) CARONO. 

DATE ofBIRTI! PLACE of BIRTH EYES 

HAIR HEIGHT WEIGHT CITIZENSHIP NATURAUZED 

LOCAL ADDRIlSS 

DATES /lMPLOYED DATE REPOR 1'£1) 

EMPLOYEDBV 

SIGNATURE OF APPLICANT 

n. Civilian EmpIr1.Y!~ co~erMd Iuu coli/itd 10 me ,hal 
th« obfM l'1Ionnation u correct. 

SIGNATURE OF SUPERVISOR 

TlnSFORM IS SUBJECT TO niB PRIVACY ACT OF 1974 

3 -A- l 

BO 5512 _ 1C <..II' ,. 

FEB 21 200E 

Appendix A to 
ENCLOSURE C 3 ) 
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BO 5512.1C IUCIt', 2 

FEB 212006 
CIVILIAN EMPLOYEE CLEARANCE CHECKLIST 

CLFARANCl! IN ACCORDANCE WITH BASS ORDER 12715.1_, IS REQUIRED PRIOR TO SEPARATION 
FOR ANY REASON. 
NAME SSN DEPT 

NOTE TO SEPARATING EMpr~YEE: COMPLETE CLEARANCE REQUIREME~~S AS INDICATED. 
FAILURE TO PROPERLY CLEAR THROUGH THE BELOH LISTED OFFICSS MAY RESULT IN A 
DELAY IN RECEIVING YOUR FINAL PAY. 

SUPERVISOR: I CERTIFY THAT GOVERNMENT PROPERTY CHARGED TO THE ABOVE 
EMPLOYRB WAS TURNED IN, RECOVERED, OR SHORTAGE REPORTED. 
DATE: SIGNATURE: 

I. MEDICAL EXAMINATION (ABOUT 10 DAYS PRIOR TO THE LAST nAY OF WORK.) EMPLOYEES 
MAY ELECT OR WAIVE T'dE FOLLOWING EXAMINATION: AUDIOMBTRIC 
TEST 

(SIGNATURI!) (DATE) 
WAIVED 

(SIGNATURE) (DATE) 

II. CHECK OUT (LAST DAY OF WORK.) 
EMPLOYEE SHOULD ARRIVE AT THE CIVILIAN HUMAN RESOURCES OFFICE-E, CAMP LEJI!tJ>IE 
9ATELLITE OFFICE, BUILDING 33, BETWI!EN 1430 AND 1500, WITH ALL ITEMS NOTED BELOW 
SIGNED OPF. TIME MAY VARY ACCORDING TO YOUR WORK SCHEDULE. CJZ.ECK 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, YIl5 NO IF "YES· ANNUAL PAY, $ 

2. 10 CARD CENTER (BLDG 59) 

A. TURNED IN CIVI[,IAN 10 CARD ='7.==-====C7'::-::=:: 
10 CENTER OFFICIAL'S SIGNATURE & DATI! 

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

PMO SIGNATURE & RANK 
B. NO AUTO DECAL W.>.S ISSUED TO ME AS A CIVILIAN EMPLOYEE. 

(MILITARY/RETIRSD/DEPENDFNT) 

(SIGNATL~, IF APPROPRIATE) 

4. EMPLOYEE RELATIONS BRANCH - FOR RETIREES (BUILDING 33) 

FORWARDING ADDRESS 

--~ ---~ --

3 - S - 1 

HCBCL 12715 
REV 1102 

Appendix B to 
ENCLOSURE (3) 

Ch 3 
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Pt •• 11I ",,,dAgaoncy rMr:Jo.w. Notle. Pn'vilCV ,oller Sr.,.".", .nd ""'l1ICtions priot to com"w,ing rh& form r t.tl G 1 2001 
APl'LICA T/ON FOR DEPARTMENT OF DEFENSE COMMON ACCESS CARD 

DEERS ENROLlMENT 
.2 RlC :I. I. •• ITATUI 

t ......... CMADf J ',. GIN. CAT 1" emu,..,.. .. ~ 

II· CITy " • .-TATa n , IJI'COOI' I., Ofnet' '-MAIL ADDN''' 

__ J...' ~ ;rD. en' OF DUTY lOCATION 

6g~ 
uaa 

ZI. nAn fJI DUTV 
LOCAnoN 

t'i ~ ~ J£, IJIONSOIUiI,Ia amct .... 

.... DATI II. 

I certlfy the InformatIon pro",raod In cann~1on with the elIgibl1tty ,oquit.mlnts 0' thl, form I, truo and accurate 10 tho best 0' 
mv knowledge Ilf nor sillMfi in the /HNtlnC8 Of,M .u'h~ offir:Ml. rile ~'Ul'lt mIMI be flot.r/zttd.J 

" D/ 

I cortifv tho indt.·ldualldMtifled .bo ..... baled on parton,! Jcl10wledgt and Ivall.blll documl"tation. is In " ltaWI eligible for 
.,..d requitcs • CAe In tho petfonnlnct of thalr dutlt. wIth m. Uniformed S.tVfces. 

4t.1l7U' 

.... /~~ 

".I' ... 'tGflAOl .... lN1ICOWolAND NAt.lf 

10. TITU 1" uc 

.... SIONA fURl '~I 

RECEIPT OF NEW CARD 16 ACKNOWlEDGED 
~ Q; a •. &lGNATUM 

5>u 
I:< .e 

00 FORM 1172·2, MAY 2004 Thh form valid for b3UIJ of Common Ace,u CIrri 1M 90 days from d.,. al "wifiClJrlOn. 
PJlEVIOUS EOlnON IS oasOlETE. 

3-C-l 
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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 

ACTIVIT~/OR~~IZATION/TELEPHONE NUMBER 

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

... - -----

• 
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Contractors must be in compliance with this Order within six months of the 
date this 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. 
documents include birth certificate, Social Security Cards, 
and Naturalization Service (INS) forms and passports. 

Acceptable 
Immigration 

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.lntelius.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." 

1 
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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. Is 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. Is 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. 
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