Pentagon Information Kit
Before You Go to the Pentagon

Incoming Reservists and Contractors: Plan Your Project Ahead of Time

The pace of work for the permanent employees in the Pentagon can be hectic and stressful. Don't be surprised if the people you will work for haven't carefully planned your project or duties. If you are a Reservist, they may not even have had time to think about what you will do for them.  You should be proactive about telling them about your background and skills. 

At least a month ahead of the start of your tour, you should call, write or e-mail your point of contact and ask him or her to describe the project they will ask you to do. Don't be surprised if they cannot immediately do this. At least you will have started them thinking about it. This communication will also be an opportunity for you to help them understand your interests, strengths and weaknesses.

Incoming Active Duty and Civilian Employees: Prepare Yourself for the Pentagon

You will almost always be coming to fill a position that is vacant or will soon be vacant.  Your best source of information about the duties of this position is obviously going to be the person who last filled that position.  If at all possible, it is important for you to report for duty before this person leaves the organization so that you will have some overlap with them. 

All Incoming Personnel: Look for Resources on the Web
You should also spend some time finding out about the roles and responsibilities of the organization in which you will work. Many of the organizations in the Pentagon now have their own web pages or web sites. Simply knowing the names of the people who will be in your chain of command will give you a leg up when you start your tour of duty. 

You might also consider reading some of the books and other materials described in the section entitled “How to Do Your Job” before you start work in the Pentagon.

Contractors:  Arranging Entry into the Pentagon

Contractors who work in the Pentagon work under contracts that specify the room and facilities available to them. The Contracting Officer's Representative (COR) will request a Visitor Authorization Request (VAR) from the company's security officer. Specifics concerning clearances should be identified on the VAR. An individual contract employee may have to complete the SF86 (EPSQ) for their company and contract if they have not done so previously. The VAR must be provided to the COR and to the personnel security officer for approval.  Each major office in HQDA has a personnel security officer – for example in the Army G-1 organization this is currently Mr. David Howe. Your specific personnel security officer will review and approve the VAR and then pass it on to the Pentagon security office where a local background check is done and the issuance of a Pentagon building pass is approved. Specific information will be provided to the contractor by either the COR or the Project Manager regarding how to pick up the paper work and get to the Pentagon Security Office. 

All contractors need to have a Common Access Card (CAC) by 1 October 2003 in order to enter the Pentagon.  The CAC may also be needed to use some computer resources. In order to get a CAC, the contractor or employee, must first have an Army Knowledge Online (AKO) account. The COR or other designated individual must sponsor each contract employee for a guest account on AKO. 

Travel Arrangements

Once you have your PCS or AT travel orders, you have a right to obtain transportation under the rules of the Joint Travel Regulation (JTR). Typically, this means that you will obtain an airline ticket from a commercial travel office (CTO). The CTO also issues tickets for bus and train travel, and makes rental car reservations for official travel. 

CTO services are provided to Army travelers by commercial travel agencies under contract to the Army. In the past the Schedule Airlines Ticket Office (SATO) was the exclusive provider of these services. Now, however, your local CTO may be the Carlson Wagonlit travel agency, LIFCO, Crimson Travel, SATO or some other company. 

It may also be possible to make your travel arrangements via the CTO for a Navy or Air Force installation. (Sometimes they call these agencies the Passenger Travel Office. In the Navy, they are normally found associated with the Personnel Support Detachment.) However, if you use the CTO for another military service, be sure to tell them up front that your orders will be coming from the Army - some Navy CTOs now refuse to accept Army accounting data as payment for a ticket.  And some Army orders may specify which CTO you must use. 

Note: there are limitations on the amount you will be reimbursed if you purchase your airline/train/bus ticket with personal funds or a government travel card. See the first bullet below and the JTR for details. 

Here are some key points about travel arrangements: 

· When you travel on individual (as opposed to group) travel orders, always talk with the Army's travel agency \ (Commercial Travel Office (CTO)) about reservations and tickets for airlines, railways, buses and rental cars. If you accept the tickets they give you for the trip, then you are good to go. If you want to travel by some other means (for example, driving your POV instead of flying on a CTO provided ticket) then your reimbursement for these travel costs will generally be limited to the cost of the arrangements you turned down. For example, if the travel agency can get you a $200 airline ticket, but you drive instead, then you will be reimbursed based on the actual miles driven, but no more than $200. 

· If don't want to use the travel arrangements the CTO makes for you, but you still intend to travel by commercial air, train or bus, you should still make your arrangements through the CTO. Otherwise your claim for reimbursement could be denied. 

· Check the Per Diem, Travel and Transportation Allowance Committee website for the daily lodging maximum for the place you will perform the TDY duty. Also review the rules that DFAS uses to calculate your per diem payment. 

· When planning your trip call Army Lodging Success (800-462-7691) to determine if you will have to stay in government quarters, will have to stay in a government contract lodging facility or will receive a statement of nonavailability number. 
 

Travel Claims

Whenever you are preparing to travel on official orders, it's always a good idea to review the travel regulations - this may save you money by preventing you from incurring an expense that the government will not reimburse. Unfortunately most of us neglect to do this and so only after we have not been reimbursed do we usually consult the travel regulations…. 

Army Knowledge Online (AKO) has a "community" called "My Travel" and this web page has a link to the Per Diem, Travel and Transportation Allowance Committee, which in turn has links to the Joint Travel Regulation and the parts of the United States Code that deal with official military travel. In addition, AKO's "My Finance" page contains a link to a web page called "My Travel Pay." This page contains travel claim forms, instructions for filling out travel claim forms, a useful checklist for travel claims, and information for mobilized Reservists. Finally there is a Travel Manual published electronically by DFAS. 

This manual focuses on the nuts and bolts of filing travel claims and the pertinent travel regulations. 

Here are some key points about travel and travel claims: 

· If you have a reimbursable expense that is $75 or more, be sure to obtain a receipt. 

· On your travel claim form, show the room taxes you pay on your lodging as a separate reimbursable expense. These taxes will not be included when determining whether or not you have exceeded the daily maximum on lodging. 

Emergencies


The main Pentagon Emergency telephone number is 703-697-5555.
  
Or for more information go to http://www.dtic.mil/ref/Emergnc/Emergnc.htm 

