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This operating instruction (OI) establishes procedures for processing the AFMC Form 496, Application for AFMC Identification Card, and the issuance and control of contractor identification (ID) card media.  An ID card/badge may be issued to contractor, subcontractor, or other non-government personnel who make frequent visits to or perform contract work on, Robins AFB Georgia.  The ID card is valid for up to one year.  The processing of AFMC Forms 496 and procedures for the issuance and control of contractor/subcontractor ID card media are coordinated efforts between the 78th Security Forces Squadron Commander (78 SFS/CC) and Warner Robins Air Logistics Center Directorate of Contracting (WR-ALC/PK), including all matrixed contracting divisions.  

1.1.  Contracting personnel shall include the clause at Air Force Federal Acquisition Regulation Supplement (AFFARS) 5352.242-9000, Contractor Access to Air Force Installations, in any contract/order/modification that requires contractor personnel to make frequent visits to or perform contract work on Robins AFB.  This clause outlines general procedures for obtaining ID badges and vehicle passes, retrieving/returning all issued ID cards upon completion or termination of the contract action, and withholding final payment for contractor noncompliance.  

1.2.  All government and contractor personnel should be aware of the applicability of Executive Order 12989, dated 13 Feb 1996, entitled “Economy and Efficiency in Government Procurement through Compliance with Certain Immigration and Naturalization Act (INA) Provisions.”  This Executive Order enforces INA employment provisions, which prohibit the employment of illegal aliens. 

1.3.  WR-ALC/PKP will provide the 78th SFS Pass and Registration Section, 78 SFS/SFOXI, with a listing of contracting officers authorized to sign AFMC Form 496.  The listing will include the contracting officers’ names, office symbols, duty phone and signatures, and will be updated annually, or as contracting officer warrants are issued or withdrawn. 

1.3.1.  Only a contracting officer whose name appears on the listing is authorized to complete and sign the “certification” portion at the bottom of the AFMC Form 496.  This authorization is non-delegable.

2.1.  Prime contractors awarded a contract, order, or modification that requires work to be performed on Robins AFB shall provide the cognizant contracting officer a written request containing the following:  

2.1.1.  Listing of all contractor or subcontractor employees requiring access to Robins AFB.

2.1.2.  Applicable contract/order/modification number.

2.1.3.  Period of performance (or “start and stop” dates).

2.1.4.  Location of the work site.

2.1.5.  Days/hours during which the contractor/subcontractor personnel will require access to the base, unless unanticipated work schedule, shift changes, or site conditions render this impractical. 

2.2.  In addition to the written request, the prime contractor shall provide a completed AFMC Form 496 for each employee requiring access to Robins AFB.  All applicable blocks of the AFMC Form 496 must be completed prior to submitting the form. 

2.2.1.  When completing the AFMC Form 496, the contract/order/modification number must be entered in the blank marked “Contract Number” and the contract “stop” date must be entered in the blank marked “Card Expiration.”  For those contract actions which include options, the “stop” date must reflect the basic period only, followed by the number of options in parentheses, for example:  “10 Mar 04 (+ 4 options).”  The location of the work site and work schedule information must be entered in the “Remarks” block on the AFMC 496. 

3.1.  Upon receipt of both the written request and the individual AFMC Form 496, the cognizant contracting officer will verify that the number of personnel included in the request is consistent with the number of personnel in the contract/order/modification, compare the listing with the individual AFMC Form 496 to make sure the names match, and ensure the contract-related information contained therein is accurate and complete.  Once verified, the contracting officer will sign the “certification” portion at the bottom of the AFMC Form 496, reproduce a copy of each original AFMC Form 496, retain the employee listing for contract administration purposes, and contact the individual requesting the contractor badge.  

3.1.2.  The contracting officer may contact the prime contractor who, in turn, will notify the personnel.  These individuals will pick up the approved AFMC Forms 496 (original and one copy) and report in person to 78 SFS/SFOXI, Bldg 263, where they shall present the approved forms, along with a valid photo ID (e.g. federal, state, or city ID card).  

3.1.2.1.  Contractor/subcontractor personnel who will be operating a motor vehicle on Robins AFB must provide the additional information described paragraph 9.1. 

3.1.3.  Upon receipt of the approved AFMC Form 496 from an applicant, 78 SFS/SFOXI personnel will:

3.1.3.1.  Ensure the form is filled out correctly/completely and signed by a contracting officer on the listing provided by WR-ALC/PKP.  

3.1.3.2.  Ensure all applicants provide a valid photo ID (e.g. federal, state, or city ID card) and are checked against the base barment and revocation roster.  

3.1.3.3.  Log all contractor/subcontractor ID card data into the automated database, according to the contract/order/modification number, and maintain a hard copy of AFMC Form 496 on file until completion or termination of the contract/order/mod.

4.1.  The contractor ID card/badge authorizes unescorted entry to Robins AFB for the bearer only.  Contractor personnel are required to wear or prominently display the contractor ID card/badge while visiting or performing work on Robins AFB.  Contractor personnel, whether prime or subcontractor, are not authorized sponsorship privileges.    

5.1.  The prime contractor is responsible for retrieving all contractor/subcontractor badges (including all restricted/controlled area badges, if applicable) upon completion or termination of the contract/order/modification or when an employee no longer has a need for access to Robins AFB, e.g. employment has been terminated or individual transferred to another project.  The prime contractor shall return all retrieved base ID cards/badges to 78 SFS/SFOXI.  Once all ID cards/badges have been accounted for, 78 SFS/SFOXI personnel will sign and stamp a “clearance” letter, giving the original to the contractor and forwarding a copy to the cognizant contracting officer.  

5.1.1.  The cognizant contracting officer shall not authorize final payment to be made until the signed clearance letter has been received.  

6.1.  Contractor or subcontractor personnel performing under a contract/order/modification that has a period of performance in excess of one year are required to renew the ID card/badge annually.  At least 30 days prior to the badge expiration date, the prime contractor shall forward a consolidated written request for renewal to 78 SFS/SFOXI.  The request will reference the applicable contract/order/modification number and include a listing of the contractor and subcontractor personnel requiring ID card/badge renewal.  Upon receipt of a renewal request,   78 SFS/SFOXI will access the original AFMC Form 496 to verify the personnel listing is unchanged and the contract is still active.  If the AFMC 496 indicates contract options are included, 78 SFS/SFOXI will e-mail the cognizant contracting officer for confirmation that the option is being exercised.  The 78 SFS/SFOXI will then notify the contractor/subcontractor personnel to report, in person, to 78 SFS/SFOXI for badge revalidation/renewal. 

7.1.  If at any time during contract performance the prime contractor replaces an employee, a written request (providing the same information described in paragraph 2.1) specifying the names of the new and displaced employee, an AFMC Form 496 for the new employee, and the retrieved ID card/badge from the displaced employee shall be forwarded to the cognizant contracting officer for processing IAW the general procedures set forth in paragraph 3.1.   

7.1.1.  A contractor or subcontractor ID card/badge will not be issued for a “replacement” employee until the ID card/badge for the displaced employee is retrieved and returned.  Any disagreements shall be referred to 78 SFS/SFOXI for resolution.

8.1.  If a contractor/subcontractor employee loses his/her ID card; the prime contractor must draft a letter to 78 SFS/SFOXI, detailing the circumstances surrounding the loss of the badge and the efforts made to recover it.  The individual will then hand carry the letter, along with a valid photo ID, to 78 SFS/SFOXI.  The 78 SFS/SFOXI clerk will retrieve the individual’s original AFMC Form 496 (on file), verify the individual’s identity, and reissue a contractor ID card/badge.  The individual requiring the new badge shall be responsible for replacement charges, if any.

9.1.  Contractor personnel wishing to operate a privately owned vehicle (POV) on Robins AFB must provide a valid state driver’s license, current proof of insurance, and current vehicle registration, to 78 SFS/SFOXI personnel at the time the contractor ID card/badge is issued.  The vehicle information will be added to the contractor badge and serve as the pass for the POV.  Contractor personnel will be authorized to register no more than 2 POVs per person.

10.1.  A contractor vehicle with a valid state registration identifying it as a fleet/company vehicle will not be required to have a base vehicle registration and, upon presentation of a valid contractor ID, will be allowed access.  However, personnel operating a contractor vehicle that is not permanently marked to identify the vehicle as a fleet/company vehicle will be required to show current vehicle registration upon each entry onto Robins AFB.  Entry controllers will confirm the vehicle registration is current.  If the registration is for a POV, the contractor will be directed to the Visitor Control Center to obtain an AF Form 75. 








//signed// original maintained in SFOXP
MARK W. PAPEN, Lt Col, USAF

Commander, 78th Security Forces Squadron
