PROCESS FOR OBTAINING CONTRACTOR IDENTIFICATION CARDS AT MCLB, ALBANY
Information updated 03 Apr 2007

There are 2 types of contractor identification cards at MCLB, Albany.  One is the Common Access Card (CAC), generated via the Contractor Verification System (CVS) and is given to contractors that require access to the Navy-Marine Corps Infrastructure (NMCI) computer system and/or requiring access to other military installations under the same contract.  The CAC card is issued for a period of time not to exceed 1 year.  For more information concerning CVS, go to the CVS website, https://hqdod.hqmc.usmc.mil/CVS.asp <https://hqdod.hqmc.usmc.mil/CVS.asp>.  The other is a locally generated contractor/vendor identification card that is issued to contractor/vendors that do not require access to the NMCI computer system and is valid for access to MCLB, Albany ONLY.  The locally generated contractor/vendor ID card is issued for a period of time not to exceed 1 year.  Both ID cards require that a criminal records background check be performed.  The processing of background checks requires a minimum of 5 working days to complete and required forms and paperwork should be submitted with this in mind.  The required forms and paperwork will be provided to the Trusted Agent (TA) or government representative of the contract.  The TA/government representative can obtain the required forms by contacting, PMO, Robbin Lamb, ruby.lamb@usmc.mil, 639-5181 /639-5762 or Lt. Tiffany Meyer, tiffany.meyer@usmc.mil, 639-5181. Contractor/vendors are not allowed to start work until their ID card has been issued.  Below are the steps for obtaining both types of contractor identification cards.
For persons requiring a NMCI e-mail account, the TA or government representative should contact the MCLB HelpDesk, 639-6600 to obtain a SYSTEM AUTHORIZATION ACCESS REQUEST (SAAR), DD FORM 2875, MAY 2004 form and guidance on the requirements.
Common Access Card (CAC) via the Contractor Verification System (CVS)
· The TA submits the completed consent form for a background check by personally dropping off the forms at PMO, bldg 7520.  Please allow 5 working days for processing.  Emergencies will be handled on a case by case basis.  The consent form MUST be accompanied by proof that the contractor company has performed a “pre-screen” background check.  This type of background check can be obtained from the county or state where the contractor has resided for the previous 2 years.  Acceptable accredited background checks include: County courthouse; Defense Security Service (www.dss.mil); and Infolink Screening Services, Inc (www.infolinkscreening.com).  Criminal records checks shall be conducted annually prior to renewal of badges for reevaluation.
· If a TA has not been assigned for the area the contractor will be working, contact the primary Trusted Agent Security Manager (TASM), Lt. Tiffany Meyer, tiffany.meyer@usmc.mil, 639-5181 or alternate TASM, Robbin Lamb, ruby.lamb@usmc.mil, 639-5762/639-5181 or CVS website, https://hqdod.hqmc.usmc.mil/CVS.asp <https://hqdod.hqmc.usmc.mil/CVS.asp> for the requirements for assigning a TA.
· Foreign born persons are required to submit proof of US Citizenship OR current Immigrations and Customs Enforcement (ICE, formerly INS) documentation AND proof of their SSN with their consent form.

· The TA will enter the required contractor information into CVS.  While the background check is being processed, the TA can proceed with entering the contractor information into CVS while the background check is being processed.  The TA is responsible for ensuring that information is entered correctly and accepted by the CVS.
· After the background check has been completed, a written approval (or denial) with instruction on obtaining the CAC card will be provided to the TA.  The TA is responsible for providing a copy of the approval and instructions to the contractor.  The contractor must present the approval at the Pass & ID to office before a CAC card is issued.  It is the responsibility of the TA to ensure that the contractor information is entered into and accepted in CVS BEFORE the contractor goes to Pass & ID to have their ID made.

· If information is missing from the consent form or if information in the applicants background check is unclear, the applicant will be placed in a pending status until the information is provided.  Applicants in a pending status are NOT allowed to start work until the issue has been resolved.
· If an applicant is denied a CAC card for any reason, they can request reconsideration for the denial.  The request for reconsideration should be submitted in writing, addressed to the MCLB Police Chief and should include any documentation pertaining to the denial.
CONTRACTOR/VENDOR IDENTIFICATION CARDS FOR MCLB, ALBANY 
· The government representative submits the completed request for background check to PMO by personally dropping off the forms at PMO, bldg 7520.  Please allow 5 working days for processing.  Emergencies will be handled on a case by case basis.  The consent form MUST be accompanied by proof that the contractor company has performed a “pre-screen” background check.  This type of background check can be obtained from the county or state where the contractor has resided for the previous 2 years.  Acceptable accredited background checks include: County courthouse; Defense Security Service (www.dss.mil); and Infolink Screening Services, Inc (www.infolinkscreening.com).  Criminal records checks shall be conducted annually prior to renewal of badges for reevaluation.
· Foreign born person are required to submit proof of US Citizenship OR current Immigrations and Customs Enforcement (ICE, formerly INS) documentation AND proof of their SSN with their consent form.

· After the background check has been completed, a written approval (or denial) with instruction on obtaining the contractor/vendor ID card will be provided to the government representative.  The government representative is responsible for providing a copy of the approval and instructions to the contractor/vendor.  The contractor must present the approval at the Pass & ID to office before a contractor/vendor ID card is issued.

· If information is missing from the consent form or if information in the applicants background check is unclear, the applicant will be placed in a pending status until the information is provided.  Applicants in a pending status are NOT allowed to start work until the issue has been resolved.
· If an applicant is denied a contractor/vendor ID card for any reason, they can request reconsideration for the denial.  The request for reconsideration should be submitted in writing, addressed to the MCLB Police Chief and should include any documentation pertaining to the denial.

