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M. ION 5512.18B
Subj: FPERSOHMEL IDENTIFICATION BADGES AND PASSES

Ref: (a) OPHAVINST 5530.14B
(b] HMAESNIINST 5512.6F
{e} MAVAVNDEPOTINST 5510.3
{d) BUFERSIWST 1750.10

1. Purpose. To publish procedures for issuing identification badges and
passes to personnel entering MASKI on a regular basis. This imstruction is
punitive in nature and any viclation subjects the offender te prosecution per
Article %0/9%2 of the UCMT or federal law as appropriate.

2. Cancellation. MASNIIMST 5512.1BA

3. PFolicy. All civilian persoonel authorized to enter HASNI on a regular
basie must possess valid station photographic identification badges, per
references (a) through (d).

4. hcotion. Per reference (a), badgee and passes will be issued by the
Sacurity Department Access Control Office, Building 605, to those persconnel in
the following categories:

a. Ciwil Service Buployees. Photographic identification badges will be
issued to all federal civil service employees as a part of the initial hiring

and check-in process.

(1) YELLOW-coded photographic identification badges will L3
be issued to all employees in superviscry positiens. Maval Aviation Depot,
Horth Island (NAVAVNDEPOT) supervisory badges will be issued as outlined in
reference (c). Department heads may request designated employees be issued
superviasry badges when their positions do not indicate supervisory status or
when they are in key positicns.

{2) BLUE-coded photographic identification badges will be igsued to
all nonsupervisory esmployees.

(3} Presentation of a Standard Form SF 50 or 5F 52 promoting an
employee to supervisory level will effect the change from nonsupervisory
Btatus.

{4) Badgeg will reflect a three year expiration dats (§:4
for career or career conditicnal appointments. Temporary employees will be
issued badges bearing date of termination of employee’s appointment.

b. Honappropriated Fund Emplovees. Employees of the Morale, Welfare and
Recreation Department and the Navy Exchange will be issued badges as cutlined
in paragraph 4a.

(1) Badges will be issued predicated on submission of (R
COMNAVBASE-NASNI 5512/40 (Request for Identification) signed by eclub managers
for club employees; Havy Exchange Persconel Officer; Morale, Welfare and
Recreaticn Director and Human Resources Personnel Director for their
respective activities.



WASNIINST 5512.18B
10 NOV 1

{2) Initial issue badges will expire one year from date of issue.
Renewals will expire three years from renewal date.

c. Contractor Personnel. Private contractors working aboard NASNI will
be issued a Representative Tdentification Badge to expire at the end of the
government contract or ome year, whichever ig first. (BException: HNaval
Aviation Engineering Service Unit (MAESU) contractors are issued badges
bearing a two year expiration date.) Contractors will submit lists of their
employees regquiring badges to the Security Department Access Control Office,
with verifying endorsement by the gponsor, prior to commencement of work. New
persconsl reporting te work after submission of the original list will be
required to submit a Request for Identification form sigoned by the project
foreman, the Resident Cfficer in Charge of Cometructicn or the KAESD
department head.

d. Optional Form 55. Government employees and contractors traveling
overseas or deploying with ships will be issued an Opticmal Form 55 (which
replaces the Geneva Convention Card). Issuance is predicated upon a
memorandum from the regquesting department head. The card expires two years
from date of issue for HAEST contractors and three years for civil service

employvess .

e. Vendors and Company Repressptatives. Representative Identificatiom
Badges will be igsued to representatives of commercial firms conducting
business aboard HMASNI on a regular basis. Badges will be iasued upon
submission of a Request for Identification form validated by authorized
personnal, per reference (b). BExpiration date will not exceed cne year from
date of iasue.

£. Agent Identification. Commissary/Wavy Exchange Agent Badges shall be
issued upon submission of documentation as prescribed in reference (dl. The
Representative Identification Badge will be processed with an expiration date
not to exceed one year from date of issue.

* . Dpon applicatiom by the sponeor, the spouse of a
civi].d.m employee may be issued a driver’s pass for the socle purpose of
transporting that employee to and from the place of work in cages of hardaship.
Such badges will be processed with an expiration date not to exceed six months
from date of issue. Application must be made by sponscr with documentation of
hardahip.

h. Quarters Guests. Guests on extended stays with persomnnel residing in
quarters may be issued identification passes for the leagth of their visits
based upon reguest from guarters occupant to the Security Department Access
Control Office.

5. Badge Eeplacement. Employees may request replacement of lost, stolen or
mutilated badges by presenting a completed 11ND-NASMI- (15)5512/492 or a
memorandum from their superviasr furnishing all appointment data. Whenever an
employes is reporting for work without a badge, the individual must be
epeortad from the gate to the place of work by their supervisor.

6. Hame Change. Badges may be reissued to civil service and nonappropriated
personnel upon presentaticn of an SP 50 noting name change has been completed
on official records.
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7. Gun and Camera Passes

4. Gun passes may be issued to perscmnel bringing a weapon aboard the
station to store in the Armory or to use at the range. The pass will contain
all identifying criteria of the weapon(s) and will expire one year from the
date of issue. WEBAPONS MAY WOT BE STORED IN VEHICLES AT ANY TIME. When
transporting weapons and ammmition aboard station, the weapon must be secured
in a separate locked compartment from the amsunition.

b. Camera Passes. Based on a request from the sponsor, camera passes may
be issued to civilian personnel. The pass will contain exact location(s)
where photegraphy is authorized, Militazy perscanel are not required to have
camers pasges. All personnel taking pictures aboard MASHNT must have the
permission of the person in charge of the area prior to taking photegraphs.

8. MAuthorized Use of Badges and Passes. HASWI badges and passes remain the
property of the U.S. Government and are for official use by the person to whom
issued. Use or possession by any other person is a violatien of Section 499
and 701, Title 1B, T.S. Code and makes tha offender liable for severe penalty
and fine.

8. Form. COMNAVBASE-MASNT 5512/40 (Identification Reguest Form) isg available
at the Security Department Access Control ce, Building 605.
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