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Q. I awarded a contract and my contractor needs a badge.  What do I do?
First, a determination of the appropriate form of ID must be made.  For example, if the contractor employee will require access to the base computer network (i.e. a ".mil" access/address will be required), a DD Form 1172-2 must be completed to obtain a Common Access Card (CAC).  DD Forms 1172-2 are processed through 78 MSS/DP (also referred to as "MPF") and the appropriate point of contact is MSgt David D. Lee at 7-7361.  If base network access is not required, an AFMC Form 496 must be completed/processed through 78 SFS/SFOX (Pass & Registration).  Procedural questions for Pass & Registration should be referred to Leanne Langston at 6-3583, MSgt Omer Trudeau at 6-4943, TSgt Aaron Rogusky at 6-2118, or SSgt Tina Russell at 6-4943.  Until further notice, restricted area badges will be processed through 78 SFS/SFOX.

An AFMC Form 496 must be completed in its entirety and signed by a warranted contracting officer (PCO) before its submittal to Pass & Registration.  (The term “PCO” will be used generically for both Procuring Contracting Officer and Administrative Contracting Officer as long as the Contracting Officer possesses an active, duly-signed warrant.)  For security reasons, the PCO shall not sign the AFMC 496 until the contractor has completed and signed his portion of the form.  The length of a contractor’s badge shall not exceed one year, and an original PCO signature is required.  The contractor’s signature can be copied/faxed.  Two copies of the AFMC Form 496 shall be prepared and submitted to 78 SFS/SFOX.  Pass & Registration will keep one form on file, and the contractor shall return the other to the PCO to be placed in the contract file.  This information also applies to the DD Form 1172-2.

Q. GSA or another outside entity (including other Air Force Bases) awarded a contract for my customer, and the contractor needs access to RAFB.  How will this contractor get a badge?
For contractual documents awarded outside RAFB requiring performance on base, the contracting office that awarded the requirement will need to "overnight" a signature letter to the offices mentioned in the next paragraph.  For example, if the contract action was issued by a PCO at Wright-Patterson AFB (WPAFB), a cognizant WPAFB PCO will sign for those contractor personnel to receive badges.  The contractor may fax the AFMC 496 or DD 1172-2 to the cognizant “outside” PCO, who must then "overnight" the signed form to the appropriate requirements personnel.  The requirement initiator is responsible for ensuring the contractor receives and completes the appropriate form and will perform any escort duty that might be required to get the contractor to the appropriate badging office.
Since signature letters for these contracting officers are required to be on file in the appropriate contractor ID issuing office prior to processing either form, it is recommended the requirement initiator, upon receipt of the contractual document, request the contracting officer prepare/submit a signature letter for each office.  These signature letters must be originals; neither office will accept faxed or photocopied PCO signatures.  The physical addresses are:
CAC:
78 MSS/DPMP

                   All other IDs:  78 SFS/SFOX


620 Ninth St, Ste 217



   250 Peacekeeper Way


Robins AFB GA  31098-2232


   Robins AFB GA  31098-1808
Q. I have options on my contract (or my basic period of performance exceeds one year).  Do I have to sign an AFMC 496 for each contractor employee for every performance year of the contract?

If the contract includes options, the number of options must be annotated in the “Remarks” block of the AFMC Form 496.  After the customer has confirmed funding is available and an option will be exercised, the contractor must submit a letter to the PCO, listing the employees for the option period.  If those employees have not changed and the AFMC Forms 496 on file at Pass & Registration for these employees were signed by a PCO, this letter will be endorsed by the PCO and sent to 78 SFS/SFOX for badge renewals.  Presently, each contractor employee must report to Pass & Registration to have his photo retaken and sign a new ID card/badge; however, this procedure will change when the SF computer system is upgraded to allow electronic photo images to be stored.  Once the procedure changes, the local site manager or individual who signed the contractor letter may pick up all the "renewed" contractor badges.  Notwithstanding other procedural changes, each and every contractor employee’s badge must be accounted for and turned in, or a “lost badge” letter will be processed and provided.  A new contractor employee or a badge renewal where someone other than a PCO signed the AFMC 496 will require a new form, signed by a cognizant PCO, to be submitted to Pass & Registration.  The remaining option(s) must be listed in the “Remarks” block and the above process can be repeated for subsequent option(s) as necessary.  

Q.  How does my contractor get on base to receive his contractor ID?

      If the contractor possesses a completed and signed AFMC 496 and a valid state or federal   

      picture ID, he will be allowed to enter Gate 4 (Truck Gate), park his vehicle, and walk to  

      Pass & Registration (78 SFS/SFOX) to receive a badge.  Once the badge is obtained, the 

      contractor must present it to the gate guards who will then allow the employee to drive his 

      vehicle on base.  This procedure is not for large contractor vehicles.  (Vehicle information 

      will be entered on the contractor’s badge at the time of issuance.  CAC holders are still 

      required to report to Pass & Registration to register their vehicles.)  Because 78 MSS/DPMP 

      is located in Bldg 905, this procedure will not work for CAC recipients (due to the distance 

      between Bldg 905 and Gate 4), an escort is required to meet the contractor at the Visitors’ 

      Center (Main Gate).  If the contractor is unable to obtain the AFMC 496 to enter Gate 4, he 

      should also make arrangements to meet the requirements personnel at the Visitors’ Center 

      to receive the form.  Any active duty civilian or military employee can provide escort duty – 

      not just the PCO.

      Retired military personnel cannot provide escort duty when acting in the capacity of a  

      contractor.  This provision supersedes SFOI 31-8 dated 28 Feb 03.  Contractor personnel 

      are prohibited from signing for other contractor employees or providing escort duty for 

      suppliers, vendors, or other contractor employees.

      Note that the mobile unit located outside Bldg 905 is no longer issuing contractor CACs that 

      will expire on or before 30 Sep 03; however MPF, located on the second floor of Bldg 905,   

      will issue these as necessary.

Q. My contractor needs a vehicle pass for his personally-owned vehicle (POV).  What does he need to do?

The contractor must provide current vehicle registration and insurance information to Pass & Registration.  This should be accomplished at the time he receives the contractor ID card/ badge, since current procedures allow vehicle information to be placed directly onto the contractor’s badge.  For CAC holders, an AF Form 75 will still be issued; however, the required information is the same.

If a contractor needs to update his vehicle information or register a vehicle on base and the AFMC Form 496 on file was not signed by a PCO, a new AFMC 496, signed by a PCO, must be submitted.

Q.  My contractor lost his badge!  How does he get a replacement?

      If a contractor loses his badge, a “lost badge” letter (on company letterhead) must be  

      prepared, coordinated through and concurred on by the PCO, then forwarded to Pass & 

      Registration.  The letter must detail how the badge was lost and what efforts were made to 

      retrieve the badge.  If the AFMC Form 496 on file was signed by someone other than a 

      PCO, a new AFMC 496 with appropriate PCO signature must be submitted, along with the 

      "lost badge" letter, to Pass & Registration.

Q. My contractor needs some supplies delivered to him on base.  How does his supplier get on base to deliver these?  Do I have to provide an escort?

Delivery vehicles, whether dropping off or picking up cargo, will be allowed entry to RAFB upon presenting a valid Bill of Lading and driver’s license.  The Bill of Lading must contain:

1)
Company name, complete address, and phone number;

2)
Organization and office symbol to be visited, including complete address with building number; and

3)
Point of contact to include phone number.
Q. How do I ensure my contractor returns all of his employees’ badges and what can I do if he doesn’t?

Every contractual document that requires contractor personnel to make frequent visits to or perform contract work on Robins AFB shall include the clause at AFFARS 5352.242-9000, Contractor Access to Air Force Installations.  This clause outlines general procedures for obtaining contractor badges and vehicle passes, retrieving/returning all issued badges upon completion or termination of the contract action, and withholding final payment for contractor noncompliance.

The following procedures should be followed for contract completion when working with 78 SFS/SFOX:

      1)   Contractor submits a DD 250 or invoice to the PCO/Buyer for final payment.

      2)   PCO/Buyer provides a “Badge Return Form” to the contractor for his signature.

3)
Contractor obtains signature from the Unit Security Manager upon return of all area controlled badges.  (Applies only if the contractor and his employees were issued area controlled badges in addition to the ID Badges given by Pass & Registration).

4)
Contractor submits form to the Pass & Registration Office for their signature.

5)
Pass and Registration Office will fax completed form back to the PCO/Buyer for contract file record.  (Buyers/PCOs shall provide their name, office symbol & fax number where indicated on the form).

6)
PCO/Buyer forwards DD 250 or Invoice to DFAS for payment.

      Please note that the badges issued from Pass & Registration may be turned in by the   

      contractor to either Pass & Registration or to the cognizant PCO; however, the PCO is still 

      responsible for ensuring that all badges are returned to 78 SFS/SFOX and the contract file 

      documented accordingly.

      The procedures for 78 MSS/DPMP (CAC issuing office) differ from those above for 78 

      SFS/SFOX.  CAC holders will be required to return the badges at the end of the final 

      performance period to the cognizant PCO in lieu of 78 MSS/DPMP.  (Option procedures are 

      the same for the CAC office as for Pass & Registration.)  After the PCO verifies that all 

      contractor badges have been returned, he will forward them to 78 MSS/DPMP.  The CAC 

      office sends returned IDs to Virginia weekly.   

Q. How will I know if the contractor badge is returned promptly when a contractor employee is terminated before the end of a performance period?

For service contracts over $100k, the cognizant Quality Assurance Personnel (QAP) will be briefed, during Phase II training, to report any contractor personnel changes to the PCO.  Because the QAP usually works closely with the contractor, he is in the best position to advise the PCO of any contractor personnel changes that may occur during contract performance, ensuring the contractor promptly returns the ID card/badge of any terminated employee when his employment is shorter than the current performance period.

Those service orders below the simplified acquisition threshold are not required to have formal QAPs assigned; however, each order will have a contract monitor or other specified point of contact who will be responsible for ensuring that the services are provided as specified in the order.  These monitors shall also be advised they are to report any contractor personnel changes to the PCO.

Once the PCO learns of a possible employee termination or personnel change during the performance period, he/she shall contact the contractor to determine whether the badge needs to be returned.  If so, the contractor badge return procedures shall be followed.

                                                                                             Compiled by Joy Carroll/PKOS
PAGE  
1

