PEO EIS

IN-PROCESSING CHECKLIST - CONTRACTOR PERSONNEL

	                       NAME                                         / Report Date


	INTIAILS
	DATE

	START IN-PROCESSING

Debra Lee, 806-3195.  BMD, Room 143
	
	

	OFFICE KEY, BUILDING ACCESS CARD, & OFFICE EQUIPMENT HAND RECEIPT

Irving Newell 806-3936 or Tony Kendrick 806-3616

OMSD, Room 209
	
	

	LAN/E-MAIL ACCOUNT

Requested via Outlook Form by Govt Supervisor/Team Leader

For assistance contact the Help Desk 806-4610
	
	

	VOICE MAIL SETUP - See instructions below.   
For assistance contact phone Tech Support 805-1109
	___
	

	VEHICLE REGISTRATION - See instructions below.

For assistance see your organization Admin POC or Debra Lee
	___
	

	ORGANIZATION INTERNAL PROCESSING


	
	

	SIGNATURE OF GOVERNMENT SUPERVISOR


	DATE
	

	RETURN THIS COMPLETED FORM TO DEBRA LEE, BMD, ROOM 143


VEHICLE REGISTRATION:

You will need:

- Request memorandum (format attached) signed by organization government official.

- Driver’s License

- Vehicle Registration

- Proof of Insurance

Take these items to the Belvoir Visitor Center or MP station to obtain temporary pass*.  The Visitor Processing Center is located past the Tulley Gate entrance to Fort Belvoir, at the guard station.  The MP station is located in Building 1131, on Theote Road (off of Pohick Road).

* Pass not to exceed expected length of contracted employment on Belvoir but NLT 1 year; this is considered temporary/requires a temporary pass only.

PHONE/VOICE MAIL SET UP:

Voice mail password should be reset to the last 4 digits of your phone #.  If this was not done, call Tech Support to re-set the password (805-1109).  For other telephone assistance (relocation of phone or line, etc), contact Eddie Valles of the CIO Directorate at 806-3663.

PEO EIS

IN-PROCESSING CHECKLIST – CIVILIAN PERSONNEL

	                       NAME                                         / Report Date


	INTIAILS
	DATE

	PERSONNEL/ETHICS COUNSELING

PEO Personnel Manager, Debra Lee, 806-3195, BMD, Room 143

PEO Legal Counselor, Patrick Drury, (703) 325-3359
	
	

	OFFICE KEY, BUILDING ACCESS CARD, & OFFICE EQUIPMENT HAND RECEIPT

Irving Newell 806-3936 or Tony Kendrick 806-3616, OMSD, Room 209
	
	

	LAN/E-MAIL ACCOUNT

Requested via Outlook Form by Supervisor/Organization POC.

For assistance contact the Help Desk 806-4610
	
	

	VOICE MAIL SETUP - See instructions below.   
For assistance contact phone Tech Support 805-1109
	___
	

	TIME AND ATTENDANCE 

Organization Timekeeper
	
	

	CIVILIAN PAYROLL 

Angela Hubbard, BMD, Room 144, (703) 806-4241
	
	

	CIVILIAN ID CARD (Complete attached form DD 1172-2, to Debra Lee)

Take completed form to Bldg 213 (Off 20th Street), Room 106
	
	

	VEHICLE REGISTRATION - See instructions below.

For assistance see your organization Admin POC or Debra Lee
	___
	

	GOVERNMENT VISA CARD/DEFENSE TRAVEL SYSTEM (DTS)

Debra Lee or Angela Hubbard, Room 144, (703) 806-3195/4241
	
	

	SECURITY IN-BRIEF 

Carolyn Peterson, 806-3250, Bldg 1464, Room 122A
	
	

	ORGANIZATION INTERNAL PROCESSING


	
	

	OCCUPATIONAL HEALTH ORIENTATION (Mondays 0830-1030)
Bldg 815, Room 139 (Bring job description and immunization record)
	
	

	SIGNATURE OF GOVERNMENT SUPERVISOR


	DATE
	

	RETURN THIS COMPLETED FORM TO DEBRA LEE, BMD, ROOM 143


VEHICLE REGISTRATION (CIVILIAN PERSONNEL):

You will need:

- Government Civilian ID & Driver’s License

- Vehicle Registration & Proof of Insurance

Take these items to the Belvoir Visitor Processing Center or MP station.  The Visitor Processing Center is located past the Tulley Gate entrance to Fort Belvoir.  The MP station is in Building 1131, on Theote Road (off of Pohick Road).

PHONE/VOICE MAIL SET UP:

Voice mail password should be reset to the last 4 digits of your phone #.  If this was not done, call Tech Support to re-set the password (805-1109).  For other telephone assistance (relocation of phone or line, etc), contact Eddie Valles of the CIO Directorate at 806-3663.

PEO EIS

OUT-PROCESSING CHECKLIST - CONTRACTOR PERSONNEL

	                       NAME                                         / Report Date


	INTIAILS
	DATE

	START OUT-PROCESSING

Debra Lee, 806-3195.  BMD, Room 143
	
	

	TURN IN OFFICE KEY, BUILDING ACCESS CARD, & OFFICE EQUIPMENT HAND RECEIPT

Irving Newell 806-3936 or Tony Kendrick 806-3616, OMSD, Room 209
	
	

	CLOSE LAN/E-MAIL ACCOUNT

Submit Electronic Account Removal form in Outlook (Tools, Forms, Choose Form).  For assistance contact the Help Desk 806-4610
	
	

	VOICE MAIL RE-SET GREETING & PASSWORD 

Go to Personal Options in voicemail, change Greeting and change Password to the last 4 digits of your phone number.   For assistance contact phone Tech Support 805-1109 or Eddie Valles 806-3663
	
	

	VEHICLE REGISTRATION TURN IN 

Turn in vehicle pass to the MP Station in Building 1131, on Theote Rd (off of Pohick Rd).  

For assistance see your organization Admin POC or Debra Lee
	
	

	ORGANIZATION INTERNAL PROCESSING


	
	

	SIGNATURE OF GOVERNMENT SUPERVISOR


	DATE
	

	RETURN THIS COMPLETED FORM TO DEBRA LEE, BMD, ROOM 143


PEO EIS

OUT-PROCESSING CHECKLIST – CIVILIAN PERSONNEL

	                       NAME                                         / Report Date


	INTIAILS
	DATE

	PERSONNEL/ETHICS OUT PROCESS 

PEO Personnel Manager, Debra Lee, 806-3195, BMD, Room 143

PEO Legal Counselor, Patrick Drury, (703) 325-3359
	
	

	TURN IN OFFICE KEY, BUILDING ACCESS CARD, & OFFICE EQUIPMENT HAND RECEIPT

Irving Newell 806-3936 or Tony Kendrick 806-3616, OMSD, Room 209
	
	

	CLOSE LAN/E-MAIL ACCOUNT

Submit Electronic Account Removal form in Outlook (Tools, Forms, Choose Form).  For assistance contact the Help Desk 806-4610
	
	

	VOICE MAIL RE-SET GREETING & PASSWORD 

Go to Personal Options in voicemail, change Greeting and change Password to the last 4 digits of your phone number.   For assistance contact phone Tech Support 805-1109 or Eddie Valles 806-3663
	___
	

	TIME AND ATTENDANCE 

Organization Timekeeper
	
	

	CIVILIAN PAYROLL 

Angela Hubbard, BMD, Room 144
	
	

	VEHICLE REGISTRATION TURN IN 

Turn in vehicle sticker/s to the MP Station in Building 1131, on Theote Rd (off of Pohick Rd).  For assistance see your organization Admin POC or Debra Lee.
	___
	

	GOVERNMENT VISA CARD/DEFENSE TRAVEL SYSTEM 

Debra Lee or Angela Hubbard, BMD, Room 143/144
	
	

	SECURITY OUT-BRIEF 

Carolyn Peterson, 806-3250, Bldg 1464, Room 122A
	
	

	ORGANIZATION INTERNAL PROCESSING


	
	

	SIGNATURE OF GOVERNMENT SUPERVISOR


	DATE
	

	RETURN THIS COMPLETED FORM TO DEBRA LEE, BMD, ROOM 143


