DOCUMENTS REQUIRED 
In accordance with AFI 36-3026(I), identification cards for members of the Uniformed Services, their family members and other eligible personnel, joint regulation and/or local policy, the following documentation is required for issuance of military identification cards and/or DEERS enrollments.  Personnel will need two forms of identification, with one being a photo ID. Additional requirements or documentation noted below:

SERVICE MEMBER:

	Active Duty CAC 
	DEERS record status must have already been entered by your branch of service parent office. Active Duty Category cannot be entered, by local ID Card/DEERS Offices. Documents required - two forms of identification, one being a photo.

	Re-enlistment 
	Re-issuance of CAC within 30 days of current CAC expiration. Documents required - Re-enlistment contract and current military CAC. 

	Extension 
	Re-issuance of CAC the last work day prior to extension execution. Documents required - Extension contract and current military CAC. 

	Advancement to E4 and/or Promotion to

 E-5 or Above 
	Re-issuance of CAC the date of promotion or later. Documents required - Promotion orders and current military CAC. 

	Name Change 
	Re-issuance of CAC base on approval of name change request. Documents required – Approved DD Form 4187 from Brigade S-1 under PSDR or approved memo from PSB/MPO for Non-PSDR units.  

	Lost/Damaged 
	Immediate re-issuance of CAC. Documents required - Counseling statement for E-6 or below; MUST be signed by First Sergeant or above. For Soldiers with the grade of. E-7’s and above can sign for themselves. 

	Confiscated Card 
	Immediate re-issuance of CAC. Documents required - Verification notice from confiscation authority, and two forms of identification, one being a photo. 

	Reserve/ National 
Guard Card 
	Re-issuance of DoD identification material at final out. Documents required - Contract and/or DD Form 214 copy 4 (Certificate of Release or Discharge from Active Duty) and two forms of identification (at least one being a photo ID). 


FAMILY MEMBERS:

DUE TO THE PRIVACY ACT, THE SPONSOR/SERVICE MEMBER MUST BE PRESENT TO AUTHORIZE ALL DEERS/ID CARD ACCESS AND/OR TRANSACTIONS. A REPRESENTATIVE MUST PRESENT A CURRENT GENERAL OR SPECIAL (ID CARD/DEERS) POWER OF ATTORNEY AND A CURRENT PHOTO ID. POWER OF ATTORNEY IS NOT REQUIRED IF THE SPONSOR/SERVICE MEMBER IS DEPLOYED AND DEPLOYMENT CAN BE VERIFIED BY ORDERS AND FAMILY MEMBER ELIGIBILITY CAN BE VERIFIED IN DEERS. COPIES OF POWERS OF ATTORNEY WILL NOT BE ACCEPTED. 
ID CARD OPERATIONS

FREQUENTLY ASKED QUESTIONS (FAQ)

Q1.  Where are you located?

ANSWER:  We are located in building 4305 Susquehanna Avenue, Aberdeen Proving Ground, Maryland, Room 161.   

Q2.  What are your hours of operation?

 ANSWER:  Our hours of operation are 0800 through 1630. We do not close for lunch.

Q3.  If I have a question, how would I contact the identification office?

ANSWER:  Our phone numbers are 410-306-2404/2353/2389.

Q4.  My Common Access Card certificates will expire within 90 days. How do I get my certificates up dated?

ANSWER:  You would need a CAC appointment to update your certificates, from expiring. We will have to reissue you a new CAC. You can schedule an appointment through the CAC appointment scheduler found on the APG Home Page - http://www.apg.army.mil/AKOSSOprompt/cacrenewal.cfm or call 410-306-2404 for an appointment. 

Q5.  What about soldiers who lose their ID Cards?  Can they walk in, and get a replacement CAC? 

ANSWER:  Yes.  Soldiers that loss their ID card, can walk-in, and receive same day service.  The requirements are:  E1 through E6 are required to provide a DA Form 4856 (Army) (Counseling Statement) signed by their 1SG, or Commander; E7 and above will complete, and sign their own DA Form 4856 before re-issuing of ID card. Marines E1 through E6 are required to provide a memorandum signed, and dated by their 1SG or above. Marine E7 and above can sign their own memorandum.

Q6.  I am a government employee that recently took a position with an organization at Edgewood after working for a different organization at APG.  Does my CAC need to be updated with new information as a result of this change of agencies?

ANSWER:  No.  You don’t need to update any of your information. Your personal data will be updated in the Defense Civilian Personnel Data System by CPAC, showing your new position, grade, and actual location (agency). This data is shared with our system (DEERS).

Q7.  I recently transferred to APG, and my dependent(s) went to visit a local doctor. After, the visit to the doctor’s office, I received an unpaid bill. I then submitted the unpaid bill to TRICARE. It was returned not paid, because TRICARE said that I did not have my primary care doctor approve the visit. What does this mean?

ANSWER:  You must first notify your provider BEFORE LEAVING, FOR YOUR NEW DUTY STATION. TRICARE needs to change your dependent's codes.  Plus you must visit our office, to update DEERS with the correct region. If this is not done, then TRICARE services will be rejected, and claims made will not be paid. 

Q8.  I would like to know if my wife can get a dependent ID card renewed, for her and our 14 year old daughter without me the sponsor being present?

ANSWER:  Yes, she can – provided she has a current general or special (ID/Card/DEERS) Power of Attorney or deployment orders when the sponsor is deployed and a current photo ID.  She will then be able to get her dependent ID renewed, and get an ID card for your daughter.  The age requirement is 10 years old, and above. However, if your child looks older than the age of 10, and their age has been questioned by the installation authorities, i.e. Medical, Post Exchange, Law Enforcement personnel. We can issue your child an identification card under the age of 10.

Q9.  I am a civilian retired from the Department of the Army. Can my spouse receive an ID card?  

ANSWER:  Yes.  Your spouse can receive identification, providing that you are a civilian, who retired from the Department of Defense the rules are as follow; 

   1)  A family member of a retired DA Civilian employee

   2)  A spouse 

   3)  An un-remarried dependent child under 22 years of age; including an adopted child     

   4)  An un-remarried dependent child, regardless of age, who is incapable of self support because of mental or physical disability that existed before the age 23.                                

Q10.  I have a question on CAC for Civilian employees.  Do they need a form filled out, signed, and brought with them to their appointment for a CAC?  What would I need when requesting a renewal for a CAC?

ANSWER:  Thirty days prior to the expiration of your card, your computer will display a message, reminding you to contact the appointment desk, and schedule an appointment to receive a new card.  You may replace, or schedule an appointment as early as 90 days prior to the expiration date.  Bring your expiring CAC for primary ID and another form of ID for your secondary. 

Q11.  What is a Primary and Secondary Identification?

ANSWER:  Primary ID includes:  Common Access Card, Drivers License, Passport or State ID; Secondary ID includes:  Social Security Card, Birth Certificate, Voter Registration or Current School ID.

Q12.  I am Government employee, working for The Department of the Army. Do I need to have an Army Knowledge On-Line (AKO) email address? 

ANSWER: Yes, AKO email address is the only email address use for Soldiers, Department of the Army Civilians, and Contractor personnel.  However, this requirement does not apply to the other branches of Military, i.e. Air Force, Navy, to include DoD civilians and Contractors assigned to DoD agencies, such as Office of the Secretary of Defense (OSD), Defense Logistics Agency (DLA), Defense Intelligence Agency (DIA), and Army & Air Force Exchange Service (AAFES) employees. 
Q13.  How does a civilian employee replace a lost or stolen CAC?

ANSWER:  Go to Bldg 314, room 145 to the personnel office, and get a memorandum dated and signed by the Administrative Technician, that supports your organization.

Q14.  How does a contractor replace a lost or stolen CAC?

ANSWER:  Notify their Trusted Agent of their lost/stolen ID card and get a memorandum stating they notified them of the lost/stolen ID card.

Q15.  Can new DA civilian employees be issued ID Card (CAC) cards on Saturdays?

ANSWER:  Unfortunately, we devote our Saturday operation to support our AIT Soldiers who are excluded from the daily processing schedule due to their training requirements.  Civilian CAC’s are not issued on weekends.         

Q16.  Is replacement of a worn card the same procedure as a lost/stolen?

ANSWER: No, worn cards can be replaced by scheduling an appointment. Lost, and stolen cards, will be replaced the same day (walk-in). The individual, must present proper documentation from the local security office, or sponsor confirming, that the card has been reported lost or stolen (see paragraph 5, 13, & 14).

Q17. I am a Retired Civilian Department of Defense Civilian.  Can I receive a Common Access Card (CAC)?

ANAWER: Yes, you can receive a CAC.  The Department of Defense has begun the initial issuance of the Chipless Common Access Card (CAC). This card is a trusted credential used to establish identity and affiliation with the Department of Defense, and will provide retired DoD civilians with a uniform DoD identification card that can be easily recognized at any DoD base or facility within the United States, and its territories, or possessions. Those eligible for the card are civilians who retired from any DoD service Component or Agency. 

Q18. Does the Department of Defense Chipless Common Access Card have an expiration date?

ANSWER: Yes, it must be renewed every four years from the date of issue. 

Q19.  If I already have a retiree card from my DoD Service Component or Agency, do I need this card?

ANSWER:  No.  It does not convey any additional privileges.

Q20.  Is this card optional?

ANSWER:  Yes.

Q21.  What are the features of the Chipless Common Access Card?

ANSWER:  The ID card is a white, plastic, Chipless Common Access Card (CAC). The front of the card has the cardholder’s picture, first name, as well as the expiration date of the CAC.  The back of the CAC has a security image of the cardholder picture, a barcode, a magnetic strip.

Q22.  Who may I contact if my retirement record does not show in Defense Enrollment Eligibility Reporting System (DEERS)?
 ANSWER:  If your record is not in the Defense Enrollment Eligibility Reporting System (DEERS).You should contact the Field Advisory Services (FAS) Division, Benefits & Entitlements (B&E) Branch at (703) 696-6301, press Option 1. 

