General: 

What is the Common Access Card (CAC)? 

The Common Access Card (CAC) is the title of the new smart identification and benefits cards being issued throughout the Department of Defense (DoD). It is the new standard ID card for active duty members of the uniformed services, Selective Reserve, DoD civilian employees, and eligible contractor personnel. Eventually, the CAC will be the principal card utilized for visible identification when accessing NAVSUPPACT Mid-South, physical access control to buildings and controlled spaces, and logical access to computer networks and systems. The CAC platform will contain the mandatory identification, physical and logical access capabilities, Public Key Infrastructure (PKI) authentication, encryption, and digital signing certificates.

Who will have to get the new CAC card?

All members of the Uniformed Services, civilians employed by DoD, and contractors who will require physical/logical access to NAVSUPPACT Mid-South base, facilities, systems.  Visitors, personnel not permanently employed, at NAVSUPPACT Mid-South, will not be issued a CAC.  

Purpose:

Document the process for issuance of DOD Common Access Cards, at NAVSUPPACT Mid-South.

Scope:  

This document is intended to establish procedures that will be utilized for personnel that are employed and work onboard NAVSUPPACT Mid-South.  Visitors will be addressed in a separate procedure.  Visitors will not be issued a CAC.  Typically Military personnel will report to NAVSUPPACT Personnel Support Detachment for issues concerning CAC. DOD Civilians, NAF, and contractors will be facilitated IAW this procedure through the NAVSUPPACT Mid-South, Pass and ID office, building 456.  

Applying for the Common Access Card:

Below is detailed information for requesting and being issued a CAC at NAVSUPPACT Mid-South.  To ensure only authorized personnel are issued CACs, all applications shall be forwarded to Pass and ID by command designated authorizing personnel.  The NAVSUPPACT Mid-South Physical Security Officer will maintain a listing of authorizing personnel.  All Authorizing Personnel designation letters (example) will include name, social security number, signature and shall be addressed to the Physical Security Officer NAVSUPPACT Mid-South.  The Authorizing Personnel Designation Letter shall be signed by the Commanding Officer/Executive Officer or Chief of Staff.  NAVSUPPACTMIDSOUTH Form 5530-7 is required to request action to have a new or replacement CAC issued.  Requesting officials are responsible for providing accurate information and shall only request a CAC for authorized personnel. NAVSUPPACT Mid-South Physical Security Officer is the program coordinator for CAC issuance; questions regarding eligibility for issuance should be directed to the NAVSUPPACT Mid-South Physical Security Officer.  Forms and instructions can be found at the following web site: http://www.nsamidsouth.navy.mil/transfer-sec.htm#badge    

Please Note: 

We will not obtain personally identifying information about you when you visit our site unless you choose to provide such information to us. If you choose to send email to the site webmaster or submit an online feedback form, any personal contact information that you provide will be solely used to respond to your request and not stored.

1.
DOD Civilians:

a.  Command authorized personnel complete, and submit NAVSUPPACTMIDSOUTH Form 5530-7 to Pass and ID office (e-mail or fax).


b.  After submission of 5530-7, personnel can to the Pass and ID office for the requested service.  Contact information for assistance is 4-5541, 4-5537, or 4-5581.


c.  Personnel will need a valid picture ID


d.  A DOD FORM 2842 Acknowledgement of responsibilities, will be completed at the time of issuance by the individual and the CAC Issuing / Verifying Official.  

2.
DOD NAF, NEX, Commissary, and Term Contractors, who are permanently attached to NAVSUPPACTMIDSOUTH Mid-South: 

a.  Instructions for completing DD Form 1172-2.  

b.
Obtain and complete DD Form 1172-2(APPLICATION FOR DEPARTMENT OF DEFENSE COMMON ACCESS CARD DEERS ENROLLMENT).  Member shall complete blocks 1-28.  
b.  Designated command authorized personnel verify data accuracy of DD Form 1172-2, complete, and forward NAVSUPPACTMIDSOUTH Form 5530-7 to Pass and ID office (e-mail or fax).


c.  After submission of 5530-7, personnel go to the Pass and ID office for the requested service.  Contact information for  assistance is, 4-5541, 4-5537, or 4-5581.  


d.  Personnel will need DD form 1172-2 with blocks 1-28 completed, and Section III completed by their Civilian Service Representative, and two forms of Identification; one being a valid picture ID, Social Security Card, Valid Passport, or Birth Certificate, and NAVSUPPACTMIDSOUTH Form 5530-7 sent by their command designated official when they report to building S-456, Pass and ID, to be issued a CAC.


e.  A DD FORM 2842 Acknowledgement of responsibilities, will be completed at the time of service by the individual and the CAC Issuing / Verifying Official.

Maintenance and updating information to CAC previously issued:  

Common Access Cards have a memory chip and contains data specific to the individual issued the card.  One of the key security features of the card is the individuals six to eight digit personal identification number (PIN) assigned when the card is issued, should personnel forget their PIN, they must report to Pass and ID with the card to obtain a new PIN.  No paperwork is required personnel may report directly to Pass and ID office building S-456 and have their PIN updated.  Changes in Government assigned e-mail addresses will also require personnel to report to building S-456 for updating.  Personnel requesting e-mail address updates must verify their exact e-mail address with their ISSM or ISSO prior to reporting for this update.  Updates require no paperwork, individuals may report directly to building 456 Pass and ID to have this information updated.  

Changes to Military personnel records will not be made by Pass and ID personnel, military members must report to PSD to have records updated, and CAC issued.  Changes to DOD civilian records will not be made by Pass and ID personnel, DOD civilians will have changes made through their servicing HRO office, once data has been updated a NAVSUPPACTMIDSOUTH Form 5530-7 can be submitted to have a new, updated CAC issued.  DOD NAF, NEX, Commissary, and term contractors permanently assigned to NAVSUPPACT Mid-South, will complete the process described above. One form of identification must be a valid photo identification.

Lost/Stolen Identification Badge.

In addition to procedures listed below, personnel are required to report to Security Dispatch, Bldg 237, to complete a lost/stolen government identification card report. Copies of both the lost/stolen report and the signed Department memorandum must be provided to the PASS&ID office at time of badge/ID reissue.

    Military. Personnel must submit a request chit (NAVPERS 1336/3) completed through their respective chain of command.

   Civilian. A memorandum must be submitted to the tenant

Command Security Manager via their department head requesting

a replacement of lost/stolen badge.

   Contractors. A memorandum must be submitted through the

Contract supervisor/manager and submitted to the Contract

Badge Authorizing Representative. (i.e. a contractor for

Navy Personnel Command (NPC), will submit approved memorandum to NPC Security Manager’s office). This memorandum and lost/stolen report must accompany the individual at time of badge replacement.
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