Check-in Process for CNO PMIs

First off, welcome aboard!  This check-in list was created in order to allow for the most efficient check-in process possible.  There is no mandatory order for the sequencing of checking in, however this form was created in to expedite the process by listing certain steps that have to be completed before other steps can be attempted (i.e. in order to accomplish step #4- obtaining a building pass, a PMI must obtain the correct forms in step #3).  Despite all of our best efforts this process will still take the better part of half a day to complete…

1.) Check in with your home CNO N-code office.  Then you and an escort (a person with a pertinate building pass) will need to go look for a blue school bus that says Navy Annex on the lower left front window.  Take this bus will take you over to the Navy Annex building. 

2.) Once at the Navy Annex building go up the stairs to the second floor to room #2508 and see Ms. Orie Walker.  She will want your life and health insurance forms, as well as your W-2, and declaration of federal employment.  She will also swear you into federal service.

3.) Then go back to the Pentagon, and go up to Ms. Jane Trautner in OPNAV (Office of the Chief of Naval Operations) Security Office located in on the 4th floor A ring, corridor 6 room 62 (4A662).  Make sure she has a complete background security form to submit (if it has not already been done by the time you check in).  Then get the security form (#DD22490), which will allow you to get a building pass.  Also, you will receive your finger print forms.  Fill out the information at the top of the finger print forms and go around the corner  (This office generally does fingerprints only in the afternoon).  Also you can get an application for a government credit card from the security office.  It is generally a good idea to fill out the application now in order to start the application process. This card will come in very helpful for PMI orientation trips.

4.) After you have form #DD22490, which will allow you to obtain a building pass, go down to the first floor of the Pentagon by the Metro entrance to the building.  Exit through the turnstiles and make a left into the ID office before you go out the doors down to the Metro immediately thereafter.  Take a number from the machine and wait.

5.) Now that you have a building permit (which will also allow you access into the Navy Annex Building) you will no longer need an escort.  Take the bus back to the Navy Annex building (see step 1 for details on travel to Annex)

6.) Once at the Navy Annex go in the center of the building, which is just to the left of the bus stop.  Show them your ID and then proceed into the building.  Once inside take a left and look for a set of stairs that lead down to the Navy Federal Credit Union (it is in the basement, you are currently on the 1st floor).  If you want to start an account with NFCU be sure to bring your direct deposit form for them to complete.  Also it will take a minimum of $10, and two forms of ID (one of which has to be your DOD building permit you got in step 4).  Setting up a checking and savings account and completing the direct deposit form should take less that 30 minutes.

7.) After your account has been created go back up the stairs to the second floor to room #2508 and see Ms. Orie Walker again.  She will want your direct deposit form.

8.) After you have satisfied any additional requirement they might have you can return to the Pentagon via the blue bus shuttle.  Once you are at the turnstiles to re-enter the Pentagon you will have to get the attention of one of the officers because your building pass will not be active for up to 24 hours.  The office should look at your pass and then you in.

9.) The last step in the process is for PMIs who ride Metro or some form of mass transit to work.  All federal employees are eligible for up to $100/month in metro checks as an additional fringe benefit.  These metro checks can be used on Metro bus, train or as cash on the MD or VA bus systems.  There is a simple one-page application form available in various locations around the building, usually in the major corridors.   Simply complete the application and fax it back to the number listed at the top of the first page.

10.) At this point you should be done!  With the exception of the finger printing process, if you are able to following this process in the order of steps 1-9 you should have a fairly smooth check in process.  One additional benefit at this point is by now you have already gotten a rather good tour or at least exposure to the Pentagon and Navy Annex.
