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Complete the Pass Office form at least one week prior to your check-in date and email it to: 

PaxR_Administration@navy.mil.  Completing and submitting this form will decrease your wait time to 

receive your temporary ID and vehicle pass from the Pass Office.  For more information and to 

access the forms, see the New Hire website at:  

http://www.navair.navy.mil/TFSMD/newhire/beforeyouarrive.html

Complete the required documents and bring them with you on your first day of Check-In.  Unless 

otherwise noted, all employees need to complete all forms.  For more information and to access the 

forms, see the New Hire website at: http://www.navair.navy.mil/TFSMD/newhire/beforeyouarrive.html

Complete the Information Assurance training and print the resulting certificate.  You will need to give 

this to your supervisor along with your SAAR form, which you will complete together.  For more 

information and to access this training, see the New Hire website at:  

http://www.navair.navy.mil/TFSMD/newhire/beforeyouarrive.html

Report to NAS Patuxent River, Building 2189 no later than 7:15 a.m.  For more information and 

directions, see the New Hire website at: http://www.navair.navy.mil/TFSMD/newhire/yourfirstday.html

Bring with you: all completed forms; your Driver's License; proof of Vehicle Registration for the vehicle 

you will be using on base;  proof of insurance for that same vehicle; your Offer Letter; your original OF-

306, Declaration of Federal Employment; your original E-QIP signature pages OR original SF-86 

Security Questionnaire; your original birth certificate OR passport; and, if requested, your official 

college transcripts.

Attend the two-day New Employee Indoctrination program.  Note that this training includes several 

briefings that meet required training.  Those that are covered during the session will NOT need to be 

completed online.

Meet with your supervisor.  During that meeting, complete the:  Payroll Form/Paper Timecard and the 

Work Schedule Form and fax both to the Payroll office at 301-757-9528; and Base Telephone Office 

Voice Mail Request form and fax it to 301-995-0214.  All of these forms and more information about 

them can be found on the New Hire website at:  

http://www.navair.navy.mil/TFSMD/newhire/firstweek.html

Provide your supervisor the SAAR form and Information Assurance training certificate.  Work together 

to complete the SAAR form and then deliver it to the Security office in Building 2272, room 74.

Ensure you receive an overview of applicable administrative requirements and organizational policies 

such as types of leave, dress code, processes to request leave, work procedures, equipment useage 

policies, parking policies, hours of work, time recording, meal and break periods, 

overtime/compensatory time/travel policies, etc.

Inquire if your job requires travel.  If so, follow the internal office procedures for obtaining a travel card.  

Note:  Requesting a travel card will require at least 2 forms.

If your office has not already done so, you will need to call Navy Marine Corps Intranet (NMCI) at 1-866-

843-6624 to have your name added to the "exceptions list" that will allow you to access e-mail and 

public websites prior to being issued your official Common Access Card (CAC).  You will need to 

repeat this procedure each Wednesday morning (the exceptions list is refreshed every Tuesday 

night) until you have your CAC.

Inquire if there are other office systems, share drives, etc. that you might need to access for your job.  

If so, ask for instructions on how to obtain that access and if training is available.

Meet other staff and co-workers.  Learn about the organization.

Complete all required/mandatory training, both NAVAIR and job specific, as applicable.  Keep in mind 

that some of this training may have been completed during the two day indoctrination.

Finalize your performance objectives with your supervisor.

Complete your Individual Development Plan (IDP) with your supervisor.

Review and plan how to complete any Defense Acquisition Workforce Improvement Act (DAWIA) 

requirements (Acquisition Coded position only).

Return to pass office to obtain Common Access Card (CAC) and permanent vehicle stickers (after 10 

business days, but prior to 30 days when your temporary ID and vehicle pass expires).

Ensure request has been submitted for Navy Enterprise Resource Planning (N-ERP) access 

(supervisor/administrator must request appropriate roles for you, this cannot be done by you).  You 

will need N-ERP access in order to complete your weekly timecard electronically.  In order to make 

this request, your supervisor/administrator will need your EDIPI number from your Common Access 

Card (CAC).  To find this number, log in to your computer using your CAC, then remove the card.  A 

message box will appear on your screen with a statement that says, "Only XXXXXXXXXX@navy.mil 

can unlock..."  The 10 digit number that appears before @navy.mil is your EDIPI number.  Provide it to 

your supervisor/administrator.
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