Instructions for Completing 

Application for a NBVC Badge

Note:  Please read entire instructions before completing application.
1.  Data entry on the application form is important.  Failure to follow the format specified in these instructions may cause applications to be rejected during the data entry process in the Pass and Identification Office.  Application rejected will not be approved.

2.  Sponsors must use format provided in examples for Date, Time, and Phone Numbers.

3.  Only applications submitted by personnel with “Sponsorship Authority” will be approved, with exception to applications submitted for participation in the Community Access Program, in which MWR is the sponsor.  Application submitted by personnel that do not possess “Sponsorship Authority” will not be approved.  Contractors do not possess “Sponsorship Authority”, however the Contracting Officer, Contracting Officer Representative (COR) or Contracting Officer Technical Representative (COTR) may sponsor events for contractors.

4.  All applicants for the NBVC Badge are subject to a Background Inquiry to determine suitability for unescorted installation access.  

5.  Sponsors must present the completed application to the Pass and Identification Office, surrender personnel Identification Card for physical examination and verification of “Sponsorship Authority” and sign the application in the presence of the clerk.  Sponsors with a PKI Certificate may use an NMCI computer to submit applications in lieu submitting the application directly to the Pass and Identification Office.  “Sponsorship Authority” is verified by use of the PKI Certificate.  Home or personal computers may not be used for this purpose. Applications submitted electronically must be emailed to cni_prth_passndecal.   

6.  Sponsors submitting an application electronically will receive an approval or disapproval email response from the Pass and Identification Office.  The reason for disapproval will be described in the email. 

7.  Guests whose application was submitted electronically may pick up their new NBVC Badge at the Pass and Identification Office the second working day after the application was submitted.  

8. Foreign Nationals may not participant in this program with exception to those legal permanent residents with a lawful Permanent Resident Card (Form 151).  Foreign Nationals desiring installation access must seek approval from the Security Management Office by calling (805) 989-8876.
9.  The holder must present an authorized form of government issued photo identification in conjunction with the NBVC Badge for installation access. 

10. The holder is restricted to unescorted access to the installation specified on the badge and may only access the Commercial Areas of that installation.  Unescorted access to the Controlled Industrial Areas is strictly prohibited. 

Section I:  The sponsor must have “Sponsorship Authority”.
	Last Name
	First Name
	Sponsorship Authority
	Command & Department
	Work Phone
	Home Phone

	Block 1
	Block 2
	Block 3
	Block 4
	Block 5
	Block 6


Block 1:  Sponsor’s last name 

Block 2:  Sponsor’s first name

Block 3:  Category of “Sponsorship Authority” of the sponsor, i.e. USN, MILDEP

Block 4:  Sponsor’s command and department, use state of residence if retired, i.e. CA, AZ, MD

Block 5:  Sponsor’s work telephone number including Area Code, i.e. (805) 555-5555

Block 6:  Sponsor’s home telephone number including Area Code, i.e. (805) 555-5555

Category of “Sponsorship Authority:

a. Active Duty Military: USN, USA, USAF, USMC, USCG
b. Military Dependents: MILDEP
c. Retired Military: USNRET, USARET, USAFRET, USMCRET, USCGRET
d. Active Duty Reservists: USNR, USAR, USAFR, USMCR, USCGR
e. Government Employees of NBVC: GOVEMP
Section II:  This section is used to record the Guest’s name, home address and phone number.  
	Last Name
	First Name
	Citizenship
	Home Address 
	City
	State
	Home Phone

	Block 1
	Block 2
	Block 3
	Block 4
	Block 5
	Block 6
	Block 7


Block 1:  Guest’s last name

Block 2:  Guest’s first name

Block 3:  Enter the country of citizenship

Block 4:  Home address number and street, i.e. 1234 A Street

Block 5:  City of residence

Block 6:  Two Letter abbreviation for the state, i.e. CA, AZ, NM

Block 7:  Home telephone number, i.e. (805)555-5555

Section III:  This section is used to record Guest reason for the visit and destination.
	Base
	Term
	Purpose for Access
	Destination

	Block 1
	Block 2
	Block 3
	Block 4


Block 1:  Enter the installation requiring access, i.e. NBVC, Point Mugu, Port Hueneme, SNI

Block 2:  Enter the desired length of term for the Badge, i.e. 1 week, 1 Month, 1 Year.

Block 3:  Identify the purpose for access NBVC using the most appropriate of categories:



Bard Visitor 


Gun Club

Care Provider


Housing Resident

Commissary Leader

MWR Activity

Community


Residence Visitor

Contractor


Residence Worker

Duck Club


Retired Civilian

Employee Visitor

Volunteer

Government Official


Section IV:  For use by only applicants that will be working or providing volunteer services.

	Company Name
	Base
	Work Location
	Work Phone

	Block 1
	Block 2
	Block 3
	Block 4


Block 1:  Full name of employing company or contract group.

Block 2:  Base, i.e. Point Mugu, Port Hueneme, SNI or NBVC if all installations

Block 3:  Building number of primary work site

Block 4:  Work telephone number






