Pentagon Information Kit
Checking In and Out

 

Check-In Process

Before you begin your check-in process, be sure to have the following: your Reserve ID card; orders; and address and telephone number of the hotel or other location where you are staying. At various points in the check-in process you will be asked for your name, address, home and work telephone numbers, SSN, rank and possibly the same information for your spouse. Each agency or office may have a somewhat different check-in process. If this is your first Pentagon tour of duty, you should contact your Reporting Point to make sure you bring the documents they will ask you for. 
Here is an example of what your check-in process may look like. If your place of duty is in the Pentagon building, this check-in process should ordinarily take about one and a half to two hours. 
1. Starting Point: NLT 0800 hours report to your Office’s Personnel Support NCO (PSNCO) and/or Management Support Officer. Note, your Reporting Point may have a different title. 

2. See your Office Security Manager. He or she will verify your security clearance and provide you with the form that will be necessary to obtain a building pass. Some Office Security Managers want you to provide a copy of your ORB, your most recent physical exam (Standard Form 88 and Standard Form 93), and DA Form 873 (Security Clearance) or security clearance verification memo. This may especially be true if this is your first tour of duty in the Pentagon. Other Office Security Managers will accept telephone verification from ARPERCEN concerning these items. 

3. Proceed to HQDA Security Office, Room 1B912. This office establishes and maintains an additional security file on you, and validates the form you obtained in Step 2. 

4. You no longer need to go to the Pentagon Building Pass Office, Room 2E1084 (immediately to the right of the top of the escalators that go from the Pentagon Metro Station to the Concourse entrance) because permanent Pentagon passes are no longer issued to Reservists. Instead you must show your military ID and driver's license every time you enter the Pentagon. You will be given a temporary pass good from 0600 to 2000 hours Monday to Friday. 

5. If you have a POV that you will want to park at the Pentagon, proceed to the Parking Management Office, Room 2E165, across from the U. S. Post Office. They will issue you a courtesy 12 day parking pass good for the G parking areas. See the attached Pentagon parking map for the G parking areas. 

6. If required, you may have your HIV test done and/or DNA sample taken at the DiLorenzo Army Health Clinic. The clinic is located next to the security turnstyles at the 8th Corridor, 1st Floor (POAC) entrance of the Pentagon. (This is the same entrance that leads to North Parking.) They do HIV testing and take DNA samples from 1300 to 1500 hours Monday through Friday. Normally your orders will indicate whether or not you need an HIV test or DNA sample.. 

7. If dental x-rays are required, the Dental Clinic is located in the back of the Army Health Clinic. They will often see walk-in patients, although this may change after the location of the clinic is moved sometime in the near future. You may also try calling 695-3420 or 695-1155 for an appointment. 

8. Proceed to the Finance Office in Room 2C1052 (located opposite the large cafeteria near the northeastern end of the Concourse). Make sure you have 2 copies of your orders to give them. If you are married, you will need your spouse’s SSN and date of marriage. If you are changing the marital status in your financial records, you will need a copy of your marriage certificate. If you haven’t established electronic funds transfer (EFT) for your pay in the Defense Joint Military Pay System - Reserve Components (DJMS-RC), you must to do so at this time. This will require a deposit slip or check from your checking or savings account, and the exact address of your bank. If your spouse is in the military, you will need his or her SSN and duty station. 

9. Proceed to the Military Personnel Support Center Liaison Officein Room 2D156. They will want 6 copies of your orders. Here you will verify that your Emergency Data Form (DD Form 93) and SGLI beneficiary forms are current and correct. 

10. You are done! Have a good tour of duty. Hough!!! 

During Your Tour



1. Work with your rater to write your OER Support Form (DA Form 67-9-1). Do this as early as possible in your tour. 

2. If applicable, sign several copies of your OER (DA Form 67-9). 

3. Take your PT test. If your tour occurs during the summer, be prepared for hot, humid weather. If you have a medical profile that prohibits taking the PT test, be sure to have the correct profile documentation with you. If you have taken the PT test elsewhere recently, be sure to bring a copy of the APRT score card with you. If you are over 40, special rules apply. Inquire at your personnel support office. 

Checking Out



1. If you are to receive travel reimbursement (typical for Annual Training (AT), but not for Inactive Duty Training (IDT)), i.e. per diem and transportation costs, you must prepare a travel voucher (DD Form 1351-2). Your voucher must be certified by the appropriate official within your Office before you send it to the Finance Office. If your orders indicate that you are traveling on FSN 12102, you will submit your travel voucher to DFAS-Indianapolis. (If your travel is funded by FSN 12102, then the characters "S12102" will appear at the end of the accounting data found at the bottom of your orders.) If your orders do not indicate this, check with the organization that issued your orders to find out where you will send your travel voucher. 

2. If you are performing AT, you must take a copy of your Certificate of Performance of Individual Active Duty (ARPC Form 3924) to the Finance Office in Room 2C10520. If you are performing IDT, you must send a completed copy of your Record of Individual Performance of Reserve Duty Training (DA Form 1380) to the ARPERCEN DIMA Section (ARPC-MOI-SD). 

3. When you finally depart the Pentagon, leave your Building Pass with the guard as you go out, unless you have somehow obtained a permanent building pass. (It’s very embarrassing to have the Building Pass Office chase you down at your home because you forgot to turn in your pass!) If you have a permanent building pass, then you must determine how your organization's Security Manager wants to handle storage of the pass during the time you are out of the Pentagon. 

Proper Uniform



The duty uniform is Class B. However, there are instances when Reservists must wear their Class A uniform. While I’ve been lucky and only needed the Class A uniform once in 12 tours of duty at the Pentagon, you may not be so fortunate. You will definitely need the black windbreaker on every AT tour because of rain and/or cold weather. A few people wear BDUs in the Pentagon. Generally they are enlisted security personnel or maintenance workers, or else visitors from other military bases. Since it's always a good idea to contact your agency supervisor before you leave home, you can ask about uniforms at that time. For information about Army uniform standards, the following websites may be useful:
- Army Regulation 670-1: Wear and Appearance of Army Uniforms and Insignia
- G-1 Uniform Policy
- Army Institute of Heraldry
- Military Awards Branch
- Army Ribbons and Order of Precedence
- Look Sharp Uniform Guide
Travel Changes


If you need to make changes to your official travel arrangements after you have arrived at the Pentagon, see the Carlson Travel Agency (the contractor that is the Pentagon’s current travel agent) in Room 1A864, or call them at (703) 684-1558. The Carlson Wagonlit Travel Agency may or may not be able to make actual changes to your tickets, depending on who originally issued them. They will, however, tell you how to solve your problem. 
 

