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This handbook has been prepared to assist you in becoming acquainted and staying familiar with the mission, operations, and philosophy of the Defense Contracting Command-Washington (DCC-W).  The information provided is intended to give you a basic understanding of “what” DCC-W does – and how “you” can help us do it.  I hope the information makes your period of adjustment here easier.


DCC-W has a proud history and we enjoy a reputation of being the indisputable leader in quality government contracting services.  Our mission, goals, and values clearly set forth a commitment to quality customer service.  To continue to be successful, we must continuously seek innovative ways to achieve our mission.  I am counting on you to help us.  To succeed, however, it is important that we all understand our role and responsibility for excellence – not only in delivering superior customer service, but also in applying the highest ethical standards and professionalism.  This handbook will provide you with the guidance necessary to achieve these goals.


I value a staff that is highly motivated and dedicated to satisfying customer needs.  I am pleased that you have chosen to join DCC-W and hope that you will find this a challenging and rewarding place to work.








Joe E. Conley








Colonel, U. S. Army








Commanding
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PREFACE


DCC-W, an Army agency, acts in many respects as a joint Defense activity, supporting not only the Army, but also all other Defense activities within the National Capital Region (NCR).  We are responsible for all phases of contracting, from pre-award through contract administration and close out.  Specifically, our mission is to:

· Provide contracting services to support requirements for

·   telecommunication equipment and services

·   advertising

·   training and technical conferences

·   research, professional, scientific and technical studies

·   information technology (IT) hardware, software and support 

                             services

·   grants and cooperative agreements with non-profit

       organizations and universities

· Manage the DoD purchase card program for the National

                Capital Region customers.
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HISTORY

The history of Defense Contracting Command-Washington (DCC-W), formerly known as Defense Supply Service-Washington (DSS-W), spans over a century, but its mission remains the same - to provide a central place to obtain by contract, purchase or lease supplies, services, and equipment necessary to support the Office of the Secretary of Defense, Joint Chiefs of Staff, Headquarters, Department of the Army and other DoD agencies and military departments throughout the National Capital Region (NCR).  The NCR includes the District of Columbia, Montgomery and Prince George’s Counties in Maryland, Arlington, Fairfax, Loudoun, and Prince William Counties in Virginia, and the cities of Alexandria, Fairfax, and Falls Church in Virginia.

The new DCC-W was established solely as a contracting command on             15 November 2001.  The “logistics” elements of the “former DSS-W” now fall under the Director of Logistics, Office of the Administrative Assistant to the Secretary of the Army (OAA).  In DCC-W, we continue to provide our customers a full range of “cradle-to-grave” contracting support, amounting from hundreds to millions of dollars; plus complete support for the acquisition of administrative supplies and services.

Past Commanders:

Colonel Charles F. Vondra – August 1999 – May 2002

Colonel Kimberly T. Smith – February 1997 – August 1999

Colonel Larry J. Stewart – January 1994 – February 1997

Colonel Ian T. Patterson – January 1992 – January 1994

Past Directors:

Peter Stein (Acting) 1991-1992

Charles O’Donnell – 1984-1991

Philip Miller (Acting) 1982-1984

Allen Peek – 1979-1982

C. Leslie Walleigh – 1976-1979

Thomas J. Scheblik – 1971-1976

Chelsea L. Henson – 1957 – 1971

Spencer Burroughs 1951-1957
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DCC-W Command Philosophy

ARMY VALUES

Loyalty

Duty

Respect

Selfless Service

Honor

Integrity

Personal Courage

ZERO TOLERANCE

Mutual Respect and Dignity – Abuse of Others will not be tolerated

Violence in the Workplace

Ethics and Integrity – In All We Do

Equal Opportunity – It’s Right, It’s the Law

Sexual Harassment – Zero Tolerance

Safety – Do it right the first time

LEADERSHIP

Be Visible

Visit Our Outlying Sites

Tell Our Folks What’s Going On

Have Teams Brief You Regularly

Empower and Delegate

I RELY ON LEADERS TO…..

· Be a Leader




Integrity




Accountable, responsible




Manage your resources effectively




Labor/Management Relations




Don’t Overreact




No Hidden Agendas




Coach, Counsel, Mentor and Discipline




Keep me informed

· Walk the Path Less Traveled




Know every inch of your job, unit




Know your people – talk to them

· Place Top Priority On




Unit Self Assess




Performance Plans




Performance Improvement

· Have Corrective Action Plans for Dilemmas




PMPs




Audits
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DCC-W ORGANIZATION

The Defense Contracting Command-Washington (DCC-W) is a Field Operating Activity within the Office of the Administrative Assistant to the Secretary of the Army (OAA).  DCC-W executes the Department of Defense (DoD) Executive Agent mission of providing contracting support to all DoD activities within the National Capital Region (NCR).  The Administrative Assistant to the Secretary of the Army serves as DCC-W’s Head of the Contracting Activity (HCA).  DCC-W provides quality expert procurement solutions to its DoD and Army customer activities by establishing and maintaining professional relationships between those activities and commercial suppliers.  Its Mission Statement is:

“Award quality contracts in time to meet mission needs of customers.”
(Also see organization chart at Appendix I).

OFFICE OF THE COMMANDER

Commander/PARC

The DCC-W Military Commander (O-6) is also the organization’s Principal Assistant Responsible for Contracting (PARC).  He is responsible for all aspects of accomplishing and overseeing the DCC-W contracting mission.  Ad hoc teams formed from the functional business divisions within the Directorate of Contracting (DOC) and the Customer Education and Support Division (CESD) within the Director of Operations routinely execute the PARC’s oversight responsibilities.  Ad hoc teams are appointed by and report directly to the Commander/PARC.

The office of the Commander consists of the Commander, the Director of Operations/Competition Advocate, the Associate Director of Small and Disadvantaged Business Utilization (SADBU), Chief, Plans and Policy Division, an Executive Officer and a Secretary. 


The Commander has overall responsibility for the operation of the organization.  The Commander reports to the Deputy for Resources and Program, Office of the Administrative Assistant to the Secretary of the Army.
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DIRECTOR OF OPERATIONS/

COMPETITION ADVOCATE

The Director of Operations Office serves as the Acting Commander in the absence of the Commander and possesses full authority to act in the name of the Commander during these times.



The Director of Operations directly supports and reports to the Commander/PARC.  The Director of Operations consists of a Customer Education and Support Division (CESD), and a Command Support Division (CSD).  The overall mission is to provide exceptional customer focus through a full range of educational, technical, and professional support services.  The Director of Operations also enables efficient submission of customer requirements by providing professional and technical expertise to the contracting workforce.



Acquisition Strategy/Acquisition Plan

· Performance-Based Work Statement (PWS)

· Evaluation Plan/Evaluation Criteria

· Quality Assurance Plan (QASP)

· Independent Government Cost Estimate (IGCE)

· List of sources including a “Sources Sought” notice, if appropriate



CESD personnel will identify sources through conducting market research using tools such as SBA’s “Pro-Net”, researching existing DCC-W contract vehicles, and researching other Government contract vehicles including GSA Schedules.  Personnel will also use DCC-W subscription services provided through Dun & Bradstreet to locate appropriate small business sources, ascertain financial health or capability to perform on Government contracts, and monitor past or current performance to provide customers with appropriate, relevant information on firms in order to enhance contractor selection and performance. 



The Director of Operations serves as the Command’s Competition Advocate and as the Acquisition Career Management Advocate (ACMA).  


Customer Education and Support Division (CESD).  Customer Education and Support Division (CESD) advises, consults, and trains internal and external customers concerning requirements for complete procurement packages and facilitate these actions through the contracting business units.  The CESD is also responsible for retaining, regaining, and soliciting new customers.  As part of its “customer focus” role, the CESD writes, edits, distributes, and manages the quarterly DCC-W Newsletter.  In addition, the CESD maintains a “store front” element within the Pentagon to provide onsite customer support.


Command Support Division (CSD).  Personnel assigned to the Command Support Division manage the following:



Records Management



Contract Closeout



Receptionist for Visitors



Telecommunications Support



Courier & Mailroom Support Service



Agency Modern Army Record Keeping System (MARKS) Compliance



Freedom of Information Act (FOIA) Support



Manage and Track all Command Wide Information



Tracks Congressional Inquiries, Audits/Reports, and Freedom of Information Act (FOIA) Request



Facilitate the Program Management of the Command’s Modern Army Record Keeping System (MARKS)



Supply Coordinator, Hand Receipt & Reproduction Management



Space & Facilities Management



Contracting Officer’s Representative (Administrative Support Services)



Parking Control & Property Pass Management
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SMALL AND DISADVANTAGED BUSINESS UTILIZATION OFFICE

Required by law and regulation, this office provides maximum practical contract opportunities for small, small disadvantaged, women-owned, Hubzone, and Service-Disabled Veteran-Owned concerns, as well as Historically Black Colleges and Universities/Minority Institutions (HBCU/MI) that are subject to socio-economic considerations.  The Director for Small Business reports directly to the Commander/PARC, develops and executes the DCC-W small business utilization plan, and (assisted by customers and Contracting Directorate personnel) develops the Command Forecast Plan.  
This office partners with the EEO Office and other Army and DoD Activities to organize and host conferences and expositions to promote the use of small businesses in Government contracting and provide information and exposure of the small business community to all Pentagon activities.  The office conducts outreach and market research, trains contracting and program personnel, maintains a database of Contractors’ Capability Statements, monitors subcontract plan performance, and performs other related activities. 

DIRECTORATE OF CONTRACTING

The Directorate of Contracting (DOC) provides the full range of “cradle-to-grave” acquisition support and guidance to all DCC-W customers within the NCR for administrative contracting services, as well as grants and cooperative agreements.  The Directorate has a flexible number of Contracting Business Divisions (CBDs), and a Purchase Card Division (PCD).  The DOC is committed to providing expert and enthusiastic contracting support and guidance to DCC-W internal customers and to customers throughout the NCR through interminable communication with CBD's about its needs and progress while fostering an atmosphere for innovation, clear expectations, and reward for motivated employees.
Contracting Business Divisions.  Contracting business units provide the full range of contracting services and products to designated customer activities, to include coordination with small businesses, writing contracts in accordance with statutory and regulatory requirements, and fulfilling customer requirements in a timely, innovative, and efficient manner.  CBDs are designed to be fluid and changing to meet the customer’s needs (e.g., growth or diminishment in customer size).  Each CBD provides the complete range of dedicated contracting functions, from solicitation to contract closeout, for its assigned customer activities.  Contract closeout is conducted in coordination the EAO PMCD.  Each unit conducts a Peer Review of its own contracting actions and participates in regularly scheduled ad hoc Peer Reviews across business units.  All CBD personnel will have an element in their position description and in their annual performance evaluation that addresses responsibility for achieving or contributing to achieving Command Small Business Program goals.

Each CBD handles all aspects of contract support to include contract administration, detailed customer liaison duties, development of detailed requirements packages, providing comprehensive acquisition planning and guidance, records management and maintenance, cost and pricing support, past performance information management system documentation, and closeout of contracting and COR files.  

Each CBD also has a contract specialist specifically assigned collateral duties as a small business specialist.  Duties include small business advocacy, coordinating with and providing data and information to the Command Associate Director for Small Business, participating in small business training and conferences, and conducting unit small business training.  Peer mentorship and customer education are universal collateral duties.  Dedicated contractor support personnel provide administrative support to the CBDs.
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Purchase Card Division.  The Purchase Card Division (PCD) provides credit cards and training to customers throughout the NCR and insures compliance with accepted standards of purchase card use.  The PCD consists of two teams.  One PCD team is responsible for all training, credit card issuance, and small business advocacy; the second team is responsible for monitoring, assessment, and problem resolution (including billing).  Program Support Assistants provide administrative support, including training coordination for cardholders and approving officials.  Management Analysts conduct monitoring, assessment, and problem resolution for the Program.  
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COMMAND INFORMATION

AND GENERAL POLICIES
Consideration of Others – Good Neighbor Policy


This DoD wide program is just an extension of the golden rule and involves treating others, as you would like to be treated.  Specific DCC-W applications of the program are described below:
COURTESY:


Employees are expected to show consideration and sensitivity to others.  Demeaning behavior because of someone’s gender, sex, or race is unacceptable.  Abusive behavior toward anyone is unacceptable.  
TALKING TO EACH OTHER


For us to be successful, we must be able to effectively communicate across the organization, not just up and down the chain.  We encourage everyone to openly communicate their ideas, especially when they can improve DCC-W operations and their personal development.  E-Mail is not the preferred method of communicating – personal contact, whether face to face or via telephone is the preferred choice of exchanging information and ideas.


· 

· 

· 

· 
· 


· 
· 
· 
· 

CONDUCT:

Smoking Policy:


Smoking is PROHIBITED in the Pentagon --- except in officially designed areas “outside” the Pentagon building.  Outside of the Pentagon, smoking is NOT allowed in any interior space.

DRUG AND ALCOHOL USE:


DCC-W provides a drug-free, healthful, and safe workplace.  To maintain this environment employees are required to report to work in appropriate mental and physical condition.


While on DCC-W premises and/or while conducting business-related activities off DCC-W premises, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs.  DCC-W, in its discretion, may permit limited use of alcohol at DCC-W-sponsored functions (such as a Christmas party or picnic), under the condition that employees closely monitor their own consumption and that of any guests to insure orderly behavior, and under the further condition that a designated driver will be used.  Similarly, DCC-W may permit certain employees who entertain customers in the regular course of their work to engage in limited use of alcohol, under the same conditions. 


The use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.  Employees must notify their supervisor if they are taking any prescription medication which carries any warning that the medication should not be used while operating machinery or equipment, so that a determination may be made as to whether the employee can be allowed to work. 

Employees may not report to work under the influence of alcohol or any illegal drug.  If an employee believes that he/she may have a substance dependency or abuse problem, the employee is encouraged to discuss these matters with Labor Management and Employee Relations Division personnel in Room 1A881.  Employees may request approval to take unpaid time off to participate in a rehabilitation or treatment program provided the abuse occurred off-premises and provided the employee is not currently facing disciplinary action for violation of the drug policy. 
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NO WEAPONS POLICY:


The government does not permit employees to possess firearms or other weapons on government property (including in cars parked on its premises).  Do not bring weapons onto our premises.

Acquisition Workforce Demonstration Project:

DCC-W is a participating organization in the Acquisition Workforce Demonstration Project, also known as the Demo, contribution based appraisal system.  We are in the forth year of the Demo, which is expected to last five years.  At that time, a DoD leadership decision will be made regarding agencies continuing this broad banding – CCAS system.  

When an employee enters into the Demo, he or she will be converted at a rate of pay commensurate, at a minimum, with what the employee was paid for the grade and step he/she occupied at the time of conversion into the Demo.  Thereafter, annual salary increases will be made in accordance with the Contribution-Based Compensation and Appraisal System (CCAS).  The salary increase will be based not on time served in grade, but on the contributions the employee has made to the agency mission.  Employees who have been outstanding performers have had greater increases than was possible under the old system; while employees whose contributions were not commensurate with their salary level have had annual wage increases scaled back.  


TOTAL ARMY PERFORMANCE EVALUATION SYSTEM (TAPES):

Wage grade employees are covered under the TAPES evaluation system.  The annual performance rating wage grade employees receive is based upon standards the employee and supervisor have agreed on.  Rating period for Wage Grade employees are staggered by grade levels.  The annual rating period normally covers a 12-month period.  
Awards for Personnel:


DCC-W encourages innovation and improvement in all areas of our work.  Your “day-to-day” job performance is the first step in the awards process.  


DCC-W has an Internal Awards Board.  Internal awards are those specific to DCC-W.  Nominations and recipients of these awards may be employees of DCC-W, support contractors, or others that support or do business with DCC-W.  Awards included in the Army’s formal civilian and military awards programs are external awards.


For more information on this subject check the J Drive (folder Internal Awards Program).

PAYROLL, PERSONNEL AND DUTY HOURS:

PERSONNEL DATA CHANGES:


It is the responsibility of each employee to promptly notify DCC-W of any changes in personal data.  Your mailing address, telephone numbers, number and names of dependents, individuals to be contacted in the event of an emergency, educational accomplishments, and other such information should be accurate and current at all times.  All changes should be provided to the Manpower Management Officer. 

NORMAL BUSINESS HOURS:


Core office hours are Monday through Friday, 9:00 A.M. to 3:00 P.M., with a thirty minute lunch period.  Employees and other non-office personnel may have different regular work hours.  Consult your supervisor if you are unsure about your regular hours of work.  If you participate in the Compressed Work Schedule (CWS), you are eligible to work eight 9 hour days, one 8 hour day, and have one WEEKDAY off each pay period.  Your supervisor can provide you with CWS information.  Additional information on CWS is also available on the J Drive, under Operating Instructions, MOP 4.


All employees are expected arrive at their assigned time ready to work.  It is the employee's responsibility to inform the supervisor by the start of their normal work if they are unable to report for work. 

EMERGENCY CLOSING:


The Office of Personnel Management (OPM) will issue guidance to Federal employees in the Washington, DC area when any of the following circumstances prevent them from reporting for work.  These include adverse weather conditions (snow emergencies, severe icing conditions, floods, earthquakes, and hurricanes), air pollution, disruption of power and/or water, interruption of public transportation, and other emergency situations.
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Emergencies During Normal Work Hours:


When an emergency situation occurs during normal work hours, OPM may announce that the Federal Government is operating under an "ADJUSTED WORK DISMISSAL" policy.  When this announcement is made, employees should be dismissed relative to their normal departure times from work.  For example, if a 3-hour "ADJUSTED WORK DISMISSAL" policy were announced, workers who normally leave their offices at 5:00 p.m. would be authorized to leave at 2:00 p.m.

EXCUSED ABSENCE:


Your supervisor may approve leave to avoid hardships, e.g., when younger children are released from school/child care centers earlier than the announced dismissal time and no alternative forms of childcare are available.

ANSWERING TELEPHONES – CHECKING VOICE MAIL:


Telephones should be answered as follows:


“Good Morning/afternoon/evening, this is DCC-W, Ms./Mr. (your name) speaking.  May I help you?”  Speak slowly, sound alive.  Be alert – greet callers in a friendly manner.  Be courteous – it’s good business – treat callers, as you would like to be treated.  Hang up after your caller.  When necessary answer your neighbor’s phone.

Telephones should be answered within 3 rings.


Please check your voice mail as you arrive at work and at least every hour there after.  Please make sure your voice mail message is up to date each day.  If you are on leave, TDY, in training, let callers know how long you’ll be gone and who may help them and their telephone number.

Telephone Problems/Issues:


DCC-W telephone service is provided by DTS-W, a sister organization under the Coordinator, Headquarters Services-Washington.  The telephone system is administered by a DCC-W System Administrator located in Room 1C243, telephone (703) 697-5319.


An employee roster listing employee name, room number, extension and intercom is on the desktop computer system.  If your location and/or telephone number changes, contact the DCC-W System Administrator on 703-697-5319.

DCC-W HOTLINE:


The Command Support Division administers the Hotline Program, to include training staff of Hotline operators who respond to customer calls.  All DCC-W telephone lines located in the Pentagon are programmed to forward Hotline calls to the Hotline operator at 703-614-4528 when a caller presses “0”.  Tasked personnel  should respond to a Hotline request within one working day and either immediately resolve the issue or work out a mutually acceptable resolution schedule with the caller. 
USE OF PHONE AND MAIL SYSTEMS:


Public pay phones are available for employees to make personal outgoing calls during breaks, lunchtime, or at other times with the supervisor's permission.  No long distance or collect calls may be charged to DCC-W.  Use of Government telephones for personal business is discouraged.  All calls using government business lines may be monitored, so any personal calls that you wish to keep private should be made on the pay phones.  Excessive use of Government paid time to conduct personal business or make personal calls constitutes theft of Government time, and will be dealt with severely. 


The use of Government paid postage, envelopes or supplies for personal correspondence is not permitted.  Similarly, the use of Government copiers, fax machines or computers for personal business is forbidden. 

Government internet or email accounts should be used solely for Government purposes, and employees should be aware that such use is NOT private and will be monitored.  Work hours are for work, and any interruptions for personal business should be very brief and kept to a bare minimum. 

SUPPLY SUPPORT:


The DCC-W Supply Coordinator is responsible for most internal supply support.  Designated employees in some functional areas have been issued the government purchase card are also responsible for furnishing needed supply items.  Contact the Supply Coordinator for details on how to obtain needed office items.
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Moves IN DCC-W:


If you need assistance with having something moved from one location to another see your supervisor.

Duplicating Services:


The DCC-W Reproduction Center provides duplicating services for jobs of more than 20 impressions (pages/copies).  To have material duplicated by the Reproduction Center, you should complete a DD Form 844, “Requisition for Local Duplicating Service”.  The form is available from REPRO Center Staff, located in Room 1C289 telephone 703-695-7302.  Your job will be printed on both sides of the paper in an effort to save on the volume of paper used for documents reproduced.

Commander’s Call:


DCC-W conducts quarterly “Commader’s Call” meetings.  All personnel must attend unless they are on approved leave or training.  Commander’s Calls are generally held from 0900 to 1130 hours in the Pentagon Auditorium, 5A1070.  The agenda includes awards presentations, highlights and updated status of DCC-W projects and activities, and a question-and-answer period.
TRAINING:


DCC-W’s Career Development and Training program is an active one.  Based on your Individual Development Plan (IDP), DCC-W policy is that each employee should have the opportunity to attend at least one training event each year.  Employees who are in the Directorate of Contracting and interns who are on “dedicated training plans,” have priority for training spaces, and may attend more than one course per year because of their mandated DAWIA requirements.


WHAT’s AVAILABLE?  


The DCC-W Training Officer can provide you with information and assistance on training through:


ALMC (Army Logistics Management College)


AMEC (Army Management Engineering College)

AFIT (Air Force Institute of Technology)


ACTEDS (Army Civilian Training Education and Development Systems)


NAMTO (Naval Acquisition Management Training Office)


GSA and OPM


Correspondence Courses

University procurement, CORE acquisition and supply related courses


Internal OJT


On/Off Site Seminars

HOW DO YOU GET TRAINING:  


You and your supervisor should confer, at least annually, to select courses to be included on your following year’s IDP.  The IDP should include training and development experiences that contribute to your career development and to better performance of your official duties.  In addition to your individual goals, your supervisors will also consider factors such as new mission requirements and organization priorities, performance deficiencies, and technological changes, to recommend training.


With the supervisor’s approval, employees should submit a DD Form 1556 (Request, Authorization Agreement, Certification of Training and Reimbursement) to the Training Officer at least 60 days prior to the start of the course.  If training resources are available, the Training Officer will coordinate your attendance.


IDP INFORMATION:


The Individual Development Plan (IDP) is a critical document in identifying and tracking an acquisition professional’s career objectives in the areas of education, training, and experiences.  Each civilian acquisition workforce employee, regardless of grade or certification level, is required to have a five-year IDP that is updated annually.  The online IDP enables employees and supervisors to quickly develop and view the IDP.


The new online IDP is definitely a faster and more convenient method, but you must keep a few points in mind as you venture into the IDP.
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AUTOMATIC PREREQUISITE CHECKS - The IDP will check prerequisites based on Acquisition Data Review System (ADRS) data.  This will ensure that course prerequisites have been met, the appropriate career field has been selected, and the correct career level identified.


ENROLLMENT PRIORITY - All Army Training Requirements and Resources System (ATRRS) approvals are based on priorities.  The automated system will assign priorities based on individuals data contained on their Acquisition Career Record Brief (ACRB).  Priority 1 positions will be filled before 2.



Priority 1 – Position/Program Requirements



Priority 2 – Next Level Certification



Priority 3 – Cross Functional Training


How to apply:


ONLINE THROUGH THE INTERNET:  http://www.sarda.army.mil/rdaisa
PERSONAL APPEARANCE:


Dress, grooming, and personal cleanliness contribute to the morale of all employees and affect the business image DCC-W presents to customers and visitors.  During business hours and at any DCC-W functions, employees are expected to present a clean and neat appearance and to dress according to the requirements of their positions. 

MEAL ROOM:


A break room is provided for employee’s use during meals.  Employees are responsible for cleanliness of this area.  A microwave and refrigerator are provided.  Items in the refrigerator should be marked with the owner’s name.  All items in the refrigerators must be removed before the weekend.  Any items left in the refrigerator during the weekend will be thrown away. 


The use of microwaves is prohibited in the individual work areas.  Microwaves, refrigerators and accommodations for eating are located in 1C256 Break room.  Snack bars and cafeterias are also located in the Pentagon for our convenience.

Light snacks and drinks may be consumed at our desks, but garbage and any unwanted leftovers must be securely

wrapped and thrown away in the marked trashcans located in the break areas.  
PERMITTED ITEMS:


Coffeepots are permitted, but you are encouraged to exercise safety at all times.


Space heaters must have an inspection and the approval of the Safety and Security Officer before they can be used.  We have learned from experience that they can be a safety hazard when placed dangerously close to cubicles and furnishings.  They also cause a significant drain on the electrical system’s ability to support computers.  We recommend bringing an additional garment in lieu of a space heater to address any possible discomfort and other equipment.

Trashcans are to be located within the work area (cubicle), and should not be used for throwing away food.

Coats are to be hung in work area (cubicle), not in the aisle.
WORK STATIONS:

The interior of each workstation will be decorated “tastefully”.  Each station will be examined, approved by the first line supervisor and coordinated with the Safety and Security Manager.

The tops of overhead cabinets are not to be used for storage.  Overhead tops are to remain clear of papers, books, etc.

Water coolers will be located in the designated “Common Areas” and not in walkways/hallways or outside cubicles.

Music should not be heard outside your individual workstation.  If a neighbor hears the sound - your music will have reached the category of being too loud.


Headphones are prohibited - - they do not reflect a professional workplace image. 
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DCC-W CONFERENCE ROOMS AND RECEPTION AREA USAGE:


Coordination for use of the Conference Rooms can be done with the Commander’s Secretary.  Because of the limited conference room space you need to coordinate the use of the Rooms in ADVANCE of your meeting date, preferably 2 or 3 days in advance.  Also, when you need to change the current set-up of the tables and chairs for your meeting, this must be coordinated with the OAA Logistics Directorate, Transportation and Operations Division at 703-693-4278.  Once your meeting is over, YOU must arrange to have the room returned to its “ORIGINAL” set-up.  The Receptionist area is controlled by the Receptionist at 703-693-1344.  You must reserve its use just as you do the Conference Room area.  Please do not use this room without prior coordination with the Receptionist.  

CONFERENCE FACILITIES:



An agency with conference requirements that exceed its own needs may reserve the conference facilities of other agencies on a space available basis and in fact, DCC-W employees have used the facilities of other agencies to hold meetings.  Requests for use of conference facilities should be made as far in advance as possible.  Requests should include the following information:  Date and time required, number of participants, equipment required, requestor’s name, telephone extension, agency, and the subject of the conference.  The following facilities have been booked in the past:

AGENCY
PHONE

ROOM
    CLASS
ACCOMMODATIONS
SCHEDULE

Army/VA Center
697-1699
5A1070
    UNCLAS
276 Theater*

M-F 8:00-4:30



697-8087
5B1059
    UNCLAS
24 Mini Theater





5B1062
    UNCLAS
24 Mini Theater

*Theater is usually booked 1 year in advance.

METRO CARDS:


Metro Cards are for “OFFICIAL GOVERNMENT USE ONLY” for transportation on “OFFICIAL GOVERNMENT BUSINESS”.  The Commander’s Secretary controls Metro Cards.  Metro Cards are to be returned after each use.  

RELIGIOUS SERVICES:


The Pentagon Chaplain’s office is located in Room 3A1054 and is open Monday through Friday between 7:00 a.m. and 4:00 p.m.  There are scheduled worship services in several faiths as well as study/fellowship groups.  Please contact the Chaplain’s office at 704-695-3336 for the times and locations of these services.

ARMED FORCES HOSTESS ASSOCIATION:


The Armed Forces Hostess Association in the Pentagon is a volunteer organization that provides informational packets to military personnel and their families.  The Association has been in operation for over 40 years and is well equipped to assist military personnel and their families.  The Association provides information on available recreational activities and listings of approved child care facilities.  Information about housing areas at CONUS and overseas stations are also on file.  The office is located in Room 1D110, and is open from 9:30 a.m. to 2:30 p.m.  For more information, please contact them on 703-697-6857 or 703-697-3180.

dod bUIDING PASS:


A valid DoD building pass must be shown for admittance to the Pentagon and all other DCC-W facilities.  When you report to DCC-W for the first time, you must contact the Command Support Division to obtain the necessary documents and instructions to secure your permanent building pass.  Your permanent building pass expires every three years.

Display of Pentagon Building Pass:


Inside the Pentagon everyone must display a valid Pentagon Building Pass or Visitor Pass.  The pass must be worn above the waist and should be clearly visible at all times.  If you are wearing multiple passes, (i.e., POAC, Library Card, Intel Community Badge, etc.), the Pentagon Building Pass must be on top so that it is always visible.  In addition to making sure you always display your Building Pass, make sure those around you are displaying their passes.
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PENTAGON BUILDING PASS TYPES:


White


Government Employee


Pink


Contract Personnel


Tan


Foreign Personnel


Red


Construction Personnel (Renovation areas only)


Blue


Press


Persons with the Red Building Pass are not allowed outside the renovation workspaces.  If you see someone with a Red Pentagon Building Pass inside the Pentagon, immediately notify DPS (703) 697-5555 or escort them to the nearest exit.

PENTAGON VISITOR PASS TYPES:


White Background/Blue Lettering

Visitor No Escort Required


White Background/Red Lettering 

Visitor Escort Required


Yellow Background/Red Lettering

Pentagon Tours, Escort Required


Green Background


Visitor Escort Required

Visitors wearing passes with a Yellow background and red letters, “Pentagon Tours, Escort Required” must be under escort at all times by a Pentagon Tour Office guide.  The green “Visitor, Escort Required” pass, which is only, used in the renovation workspaces.

PROPERTY REMOVAL FROM THE PENTAGON:


All property, briefcases, packages, and other containers being removed from the Pentagon are subject to inspection by the Defense Protective Service (DPS).

REMOVAL OF GOVERNMENT PROPERTY FROM THE BUILDING:


By DoD employees – Property Pass (GSA Optional Form 7), Request for Issue of Turn-in (DoD Form 1150), Temporary Issue Receipt (AF Form 1297), Request for Issue or Turn-in (DA Form 3161) or Naval District of Washington (NAWCAD form 10460/1.

For those individuals removing property, information on the form must include:



Name



Building assigned/Organized/Room Number/Phone Number



Description of Property to include serial numbers



Signature - (your authorized representative only)


Individuals assigning property (equipment/supply custodian):



Name



Organization/Room Number/Phone Number



Title



Date of Issue



Date of Return (not to exceed 180 days)



Signature – (your authorized representative only)


Upon exiting the Pentagon, DPS officers will collect all one-day forms, memos, and cards.  All extended use forms or memos will not exceed 180 days.


Questions concerning the policies can be directed to DPS Security Services at (703) 697-7396 or 697-6247.

"SAFETY FIRST" POLICY:


No employee should perform any task, which he believes will create a serious safety hazard to himself or others.  If orders are given to perform a task which the employee believes in good faith to create a serious safety risk, the employee MUST inform the supervisor of his concerns and, if the problem is not corrected, the employee MUST report the matter immediately to the safety officer.  Pending further review, the employee should not perform the task.  Of course, DCC-W reserves the right to take discipline against employees who raise bogus safety claims in bad faith (for reasons such as avoiding work, making trouble, or defying a supervisor). 
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ENVIRONMENTAL COMPLIANCE:


Employees who handle chemicals or other substances which may cause health hazards or industrial pollution must follow requirements on the handling and disposal of such materials.  Material safety data sheets are posted and on file to insure that the information contained in them is readily available.  Employees are expected to observe and follow environmental and safety rules pertaining to these materials, and to take precautions to insure that such materials are not placed in unlabelled containers where inadvertent injury or pollution may occur. 

ACCIDENT REPORTING:


If you witness an accident involving a coworker, notify your supervisor immediately.  If you can do so without serious risk of injury to yourself, promptly take steps to safeguard your coworkers and DCC-W property.  This will set in motion the sequence of events necessary to insure that no further harm can occur, that first aid may be rendered, transport to emergency care locations can be swiftly arranged for, and that any necessary paperwork for insurance and treatment of the accident/injury victim can be obtained. 


Likewise, if you sustain any accidental injury at work, no matter how minor, you should notify your supervisor immediately so that the DCC-W may complete federally required job safety forms and make an assessment of whether you should be sent for emergency medical treatment.  By promptly notifying the Safety Office in DCC-W of job-related injuries, you also will protect your rights to workers compensation benefits in the event that the injury is more serious than first suspected. 

SECURITY INSPECTIONS:


DCC-W wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, explosives, or other improper materials.  Desks, lockers, and other DCC-W property remain the sole property of the government.  Accordingly, employees are on notice that these areas may be inspected by any agent or representative of DCC-W at any time, either with or without prior notice.  Nothing should be stored in such areas which the employee does not wish to have inspected.  Drug and/or alcohol testing may be required under certain circumstances, as set forth below. 

VISITORS IN THE WORKPLACE:


To provide for the safety and security of employees and DCC-W facilities, only authorized visitors are allowed in the workplace.  Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures security of equipment, protects confidential information, safeguards employee welfare, and avoids potential distractions and disturbances. 


All visitors should enter DCC-W at the reception area.  Authorized visitors will receive directions or be escorted to their destination.  Employees are responsible for the conduct and safety of their visitors.  If an unauthorized individual is observed on DCC-W premises, employees should immediately notify their supervisor or, if necessary, direct the individual out of the DCC-W. 

KEY CONTROL:


The DCC-W Security Manager, and/or designated alternate will maintain the agency key box, which contains extra keys to be used for emergency and special access purposes.  The keys are identified by comparing their numeric tags to the master key index located within the box.  Keys for special access purposes may be issued to employees working during irregular hours, and must be signed for using the key control form.

RADIONICS READKEY ACCESS CONTROL SYSTEM:


Access control devices are installed on all major entrances including Stairwells 22 and 24, and the main computer area in Room 1E247.  DCC-W employees are provided with Personal Authorized Access Credentials (PAAC).  When a PAAC is presented within a few inches of the door, the reader will release the electronic door lock providing access.  The door entrances to DCC-W have been programmed to automatically lock at 5:30 pm and unlock at 5:30 am allowing unobstructed access during normal daily work hours within the agency.  Personal Authorized Access Credentials may be immediately programmed into, or deleted from the access system by the security manager or designated alternate.

END OF DAY SECURITY CHECK:


The security manager shall establish a system of security checks to be conducted at the close of each business day.  These checks will ensure that perimeter access doors are properly secured, and that any dangerous electronic equipment is powered off before the last employee departs from the assigned work areas.  SF 701, Activity Security Checklist, shall be annotated by these employees ensuring that all necessary precautions and safeguards have been taken.  
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ETHICS

SOLICITATION/USE OF BULLETIN BOARDS:


In an effort to assure a productive and harmonious work environment, solicitation or distribution of literature by non-employees on Government property is prohibited.  This includes distribution of windshield fliers, or handouts in the parking lot or at building exits/entrances. 


Employees may not solicit or distribute literature regarding non-business activities during actual working time (Working time does not include lunch periods, work breaks, or any other periods in which employees are not on duty).  In making any solicitations, employees should remember our policies on courtesy, and avoid actions, which may be viewed as harassment of others.  The Government reserves the right to prohibit solicitations which are offensive or in poor taste.  Similarly, while occasional sales of items is permitted (such as school candy, Girl Scout or Campfire merchandise, and the like), employees are not permitted to carry out any recurring sales activity on Government property (including Avon, Tupperware and any other regular sales activity). 

PERSONAL USE OF GOVERNMENT PROPERTY:


No personal use of government property is allowed.  Government tools, equipment, supplies, materials, or other products and property may not be removed from the premises under any circumstances unless you are specifically authorized to do so by your supervisor for a specific business reason.  

CONFLICTS OF INTEREST:


Employees have an obligation to monitor their conduct and personal associations in order to avoid actual or potential conflicts of interest.  The purpose of these guidelines is to provide general guidance about the types of situations which may result in a conflict of interest.  Contact your supervisor for more information or questions about conflicts of interest. 


A conflict of interest automatically is considered to arise when the employee who makes decisions on purchases by government is placed in the position where such decisions may be influenced by any factors other than the best interest of the government.  Improper factors which may influence an employee to do business with a particular vendor (instead of with a competitor who may offer a better price or product to the Company) include having a hidden ownership interest in the vendor (directly or through a family member); accepting personal favors, tickets to sporting events, invitations to parties, or other special treatment from the vendor; accepting offers of special jobs for relatives; and accepting kickbacks, bribes, “commissions” or other financial inducements in exchange for steering business to the vendor or as a reward for having done so. 


No government employee may accept anything of monetary value in exchange for steering business to a particular vendor (or as an inducement or reward for having done so).  Likewise, no government employee should permit a close relative or friend to accept anything of value from a vendor in circumstances where it would be a conflict of interest for the employee to have accepted the benefit. 


Where the employee becomes aware of an actual or potential conflict of interest, the employee is obligated to immediately disclose this fact.  Such disclosure automatically is required when a relative goes to work for a vendor with whom the employee regularly does business. 


With proper and timely disclosure, the government may be able to make arrangements which will alleviate its concerns over possible conflicts of interest.  However, the government retains the right to insist on elimination of the conflict as a condition of continued employment.  Where an employee accepts anything of value from a vendor without immediate and prompt disclosure, or otherwise violates this policy, the employee will be subject to serious discipline (up to and including discharge).  Where the employee received kickbacks or other payments of significant monetary value, the government reserves the right to seek repayment of any ill-gotten gains from the employee (or his relatives) and from the vendor. 
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PROTECTION OF CONFIDENTIAL INFORMATION:


The protection of confidential business information and trade secrets is vital to the interests and the success of any given Company.  Such confidential information includes, but is not limited to, the following examples: 


Information about employees (including compensation, evaluations and the like)


Customer lists 


Customer preferences 


Marketing strategies 


New materials research 


Pending projects and proposals 


Research and development strategies


Government employees who improperly use trade secrets or confidential business information, or who improperly disclose such information, will be subject to disciplinary action (up to and including discharge).  Employees who regularly have access to highly confidential information may be required to sign a specific acknowledgement of their non-disclosure obligations as a condition of employment, to serve as additional proof of their knowledge of these legal obligations to the government.

APPROPRIATE USE OF ELECTRONIC MAIL:


Electronic mail (e-mail) is a valuable communications tool at DCC-W.  Certain restrictions on the use of e-mail are needed to maintain DCC-W information security and to maintain the usefulness of this communications medium.  To avoid embarrassment to yourself or the agency, be very careful in the tone of your messages so as not to needlessly antagonize or otherwise offend anyone else reading the message.

Most DCC-W employees are assigned an e-mail account when they are hired, and accounts are strictly limited to one per employee.  Your official e-mail address is assigned when you are hired and cannot be changed, except if you legally change your name.  You should always configure your e-mail program to use your official e-mail address (otherwise known as your username) as your return address.  Every DCC-W employee with an e-mail account has also been assigned an alias based on their first and last names; these aliases are provided as a courtesy and cannot be customized.


Your e-mail account is strictly limited to your use only; you should never allow any other person, including co-workers, family, or friends, to access your account for any reason.  Your e-mail account should be used primarily for   DCC-W business-related purposes.  
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ABOUT THE PENTAGON


The Pentagon, headquarters of the Department of Defense, is one of the world's largest office buildings.  It is twice the size of the Merchandise Mart in Chicago, and has three times the floor space of the Empire State Building in New York.  The National Capitol could fit into any one of the five wedge-shaped sections.  There are very few people throughout the United States who do not have some knowledge of the Pentagon.  Many have followed news stories emanating from the defense establishment housed in this building.  However, relatively few people have had the opportunity to visit with us. 


The Pentagon is virtually a city in itself and approximately 23,000 employees, both military and civilian, work in the Pentagon.  These people arrive daily from Washington, D.C. and its suburbs over approximately 30 miles of access highways, including express bus lanes and one of the newest subway systems in our country.  They ride past 200 acres of lawn to park approximately 8,770 cars in 16 parking lots; climb 131 stairways or ride 19 escalators to reach offices that occupy 3,705,793 square feet.  While in the building, they tell time by 4,200 clocks, drink from 691 water fountains, utilize 284 rest rooms, consume 4,500 cups of coffee, 1,700 pints of milk and 6,800 soft drinks prepared or served by a restaurant staff of 230 persons and dispensed in 1 dining room, 2 cafeterias, 6 snack bars, and an outdoor snack bar.  The restaurant service is a privately run civilian operation under contract to the Pentagon. 


Over 200,000 telephone calls are made daily through phones connected by 100,000 miles of telephone cable.  The Defense Post Office handles about 1,200,000 pieces of mail monthly.  Various libraries support our personnel in research and completion of their work.  The Army Library alone provides 300,000 publications and 1,700 periodicals in various languages. 


Stripped of its occupants, furniture and various decorations, the building alone is an extraordinary structure.  Built during the early years of World War II, it is still thought of as one of the most efficient office buildings in the world. Despite 17.5 miles of corridors it takes only seven minutes to walk between any two points in the building. 


The original site was nothing more than wasteland, swamps and dumps. 5.5 million cubic yards of earth, and 41,492 concrete piles contributed to the foundation of the building.  Additionally, 680,000 tons of sand and gravel, dredged from the nearby Potomac River, were processed into 435,000 cubic yards of concrete and molded into the Pentagon form.  The building was constructed in the remarkably short time of 16 months and completed on January 15, 1943 at an approximate cost of $83 million.  It consolidated 17 buildings of the War Department and returned its investment within seven years.


We hope this information will serve to eliminate some of the myths surrounding the Pentagon and give an appreciation of the size of the building. 

HOW TO FIND WHERE TO GET TO WHERE YOU NEED TO IN THE PENTAGON:


Each floor’s layout has five pentagonal concentric rings, which are connected, by ten spoke-like corridors.


Room numbers are comprised of the following information:



The first number or letter indicates the floor on which the room is located (B = Basement, M = Mezzanine, 1-5 = floors)
The next letter is the ring on which the room is located:  (rings are designated A, B, C, D, and E for the Mezzanine and floors 1-5 plus the additional rings F and G in the basement only).


The next digit or the next two digits indicates the corridor on which the room is located.  (Corridors are designated 1, 2, 3, 4, 5, 6, 7, 8, 9, 10.)


The last two digits indicate the specific bay or room number assigned to an office. 
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EXAMPLE:  To locate room 3D126:


1.  Go to the third floor, A ring.


2.  Proceed along the A ring to the 1st corridor.


3.  Go down the 1st corridor to the D ring.


4.  Turn left and proceed to room or bay number 26.

[image: image1.png]



EATING PLACES IN THE PENTAGON:


Cafeteria:  The Cafeteria is located on the first floor, Corridor 10.  Pizza Hut – Taco Bell – Market Carvery – Subway – McDonald’s – KFC – Manchu WOK – Starbucks Coffee – Togo’s – Dunkin’ Donuts and Baskin Robbins.


Executive Dining Room (lunch service only) 11:00 a.m. – 2:00 p.m.:  Executive Dining Room is located on the third floor Corridor 10, Room 3C1063 – 703-695-0876.

Executive Dining Room Lounges (3C1064) – Lounges 1-5 are available for Breakfast and Lunch for banquets, parties, conferences and meetings.
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Food Court 234:  2nd Floor, 3rd Corridor (A Ring) – KFC – The Fresh Grille – OutTakes – Starbucks Coffee – Market Carvery –and  Trattoria.


Center Court:  Open-air Fast Food, open-mid May to mid-September


Pentagon Athletic Center (POAC) Grill Room:  The POAC Grill Room is located at the North Parking Entrance.

TRANSPORTATION FRINGE BENEFIT PROGRAM:


Effective October 1, 2000, Executive Order 13150 “Federal Workforce Transportation” in the NCR allows qualified employees to participate in a transportation fringe benefit program.  Washington Headquarters Services (WHS) manages this program for NCR employees and is assisted by the Department of Transportation (DOT) in its implementation.


Under this program, participating employees receive, in addition to their current compensation, “transit passes/metrocheck” in amounts equal to personal commuting costs, not to exceed $100/month.  This benefit applies to both mass transit and qualified vanpool participants.  As a general rule, employees with subsidized parking must relinquish their parking permits to receive the transit pass.  Similarly, employees who receive transit passes may not be counted as part of a DoD carpool for purposes of qualifying for a parking pass.  Servicing parking offices will have the authority to make exceptions to this rule based on criteria provided by WHS.  For additional information on qualifying for the transit subsidy, disbursement dates and location, access the mass transit web site at www.dtic.mil/ref/html/NCRTransitpass.html.  The metrocheck subsidy is distributed “quarterly”.

MEDICAL AND HEALTH SERVICES:


Medical Emergencies:  Medical Emergencies for both civilian and military personnel should be reported to either the DPS Communications Center on 703-697-5555, TDD 703-693-7008 24 hours a day, or the Anthony DiLorenzo U. S. Army Health Clinic on 703-692-8800 between the hours of 7:30 a.m. and 4:15 p.m.


Medical Facilities:  Different agencies have agreements with the various health care facilities within the Pentagon for providing services to their personnel.  Each employee should check with their agency administrative office as to which facility they should use.  Medical facilities in the Pentagon are as follows:


Anthony DiLorenzo U. S. Army Health Clinic:  This clinic is located at the 8th Corridor, Room MG 914.  Medical personnel are available to provide basic emergency medical services to anyone in the Pentagon during normal working hours.  Emergency care consists of basic cardiopulmonary resuscitation, general first aid and transportation to the nearest hospital.  Regular medical staffs are available to provide general outpatient diagnostic and therapeutic care and certain specialty care to eligible beneficiaries of the Department of Defense during normal business hours (7:30 a.m. to 4:00 p.m.) by calling 703-695-1111; for non-emergencies call 703-695-3581.  The pharmacy may be contacted on 703-695-6061 between 7:30 a.m. and 4:15 p.m., Monday through Friday.


Civilian Employees Health Clinic:  The Civilian Employees Health Clinic is located at the 8th Corridor, Room MG914 and operates Monday through Friday between 7:00 a.m. and 4:00 p.m.  They can be contacted on 703-697-0850.  The clinic provides medial surveillance examinations to those employees who are classified as having hazardous duty occupations, performs work site visits where health concerns (indoor air quality, ergonomic problems, and job accommodations) may be an issue, and does pre-placement examinations for overseas assignments.  Hearing conservation programs, prenatal surveillance programs, blood pressure screening, allergy injections and first aid care are also available by appointment.  The clinic also serves as the central point to which all employees, both active duty and civilian should report all work related injuries and illness.
Employee Assistance Program:  If an employee, or a member of the employee’s family is experiencing problems with alcoholism or substance abuse, or with emotional problems, this resource is available to help.  A counselor will carefully listen to the problem and provide appropriate referral services so that the employee can obtain timely, professional help.  Call 703-692-8917 for an appointment.
Pentagon Fit-To-Win:  The Fit-To-Win office is located at the 8th Corridor, Room MG914 and operates Monday through Friday between the hours of 7:00 a.m. and 4:00 p.m.  The Fit-To-Win office provides health screenings; fitness testing; running shoe clinics, and health promotion classes in nutrition, weight control, stress management, smoking cessation, cholesterol reduction and more.  Contact your agency representative, or if you have a question regarding the services provided, call the Fit-To-Win office on 703-614-9570, TDD 703-693-7008.

Pentagon Officers Athletic Club (POAC):  DoD personnel, both military and civilian, are eligible to join the POAC which has, in addition to free standing weights and weight machines, various aerobic machines, racquetball courts, basketball courts, a swimming pool, showers, and steam rooms.  Dues for 6 months or longer are $18.00 per month.  For additional information, call 703-521-2023.
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DoD Blood Donor Program:  The Pentagon Blood Drives accept donations on Thursdays between the hours of 9:00 a.m. and 2:00 p.m.  For additional information regarding the schedule of medical centers sponsoring each drive, contact the Civilian Health Clinic on 703-697-5634.  For Pentagon Red Cross appointments during non-drawing hours, call 1-800-272-0310.

Pentagon Daycare:


PENTAGON CHILD DEVELOPMENT CENTER

Child Development Center (703) 521-0223

Waiting List Info:  (703) 693-4931


CENTER FACTS:


CONTRACTOR:  Children's World Learning Centers


LOCATION:  Between North Parking and the POAC


HOURS:  6:30 AM to 6:00 PM Monday through Friday (Closed Federal Holidays).


TOURS:  Thursdays - 10:00 AM (No Appointment Necessary).


AGES:  6 weeks – 5 years old (kindergarten, before & after school, and summer programs for school age children 

                are not available).

Pentagon Renovation:


The Pentagon, constructed and completed during World War II, has become a National Historic Landmark and, in fact, daily tours have been shown to approximately 200,000 every year beginning in 1976.  However, up to the 1990s, the Pentagon had never undergone a major renovation, and electrical, plumbing, and heating, air conditioning, and ventilating systems had deteriorated as to constitute health, fire, and safety hazards.  To correct these multiple structural deficiencies, in 1990 a Concept plan for the Pentagon was approved based on 1,000,000 gross square foot “wedges.” and the Defense Authorization Act of 1991 transferred control of the Pentagon Renovation from GSA to the Department of Defense.  Significant upgrades, including a completely modernized telecommunications system, are being accomplished.  Renovation has involved inconvenience including relocation of people in the effected wedges, but when completed, will result in a greatly enhanced and safer building.
PENTAGON SLUG PICK-UP LOCATIONS:


Washington Headquarters Services (WHS) has implemented several Slug Pick-up areas on Fern Street.


All Stafford and Fredericksburg Slug pick-up points are on the East side of Fern Street.


Slug lines for Prince William County are on the West side of Fern Street.


The unofficial Slug web sites are at http://www.Slug-line.com and http://www.slugvirginia.com.
TAXI SERVICE:


On-site service from the Pentagon to most of the Washington metropolitan area is available for all employees and visitors of the Pentagon.  The taxi stand is located outside the 1st Corridor Entrance at the intersection of Rotary Road and Fern Street, adjacent to the METRO terminal.  For service to Washington, D.C. and Maryland, call 703-695-4228.  For service to Virginia, call 703-695-4383.
TRI-SERVICE MILITARY CLOTHING & SALES STORE:


The Military Closing and Sales Store provides military personnel of the Army, Navy, and Air Force with uniforms, uniform accessories, and military shoes.  The location is room 4C251 and operates between 8:00 a.m. and 4:00 p.m.  For more information, please call the store on 703-695-7508.
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USEFUL TELEPHONE NUMBERS

DPS – EMERGENCY



703-697-5555 – TDD 703-693-7008

Records and Communications Non-Emergency


   703-697-9016

Civilian Health Clinic






   703-697-2561

Army Health Clinic







   703-695-3581

Building Managers Office





   703-697-7351

Building Operations Center (power outages, water leaks, etc.
   703-614-1597

Pentagon Child Care Center





   703-521-0223

Housing Referral Office






   703-697-4116

Building Pass Office






   703-697-3682

Drug Store – CVS (Pharmacy)





   703-271-3210

Bank America







   703-769-6040

Pentagon Credit Union






   703-683-7786

David Mann (Jewelry)






   703-695-6215

Pentagon Vision Center






   703-920-2020

Camera Shop Moto Photo





   703-892-0777

Computer Store







   703-271-6311

Conklyn’s Florist







   703-695-0800

U. S. Post Office







   703-695-6835

Carlson Wagonlit Travel






   703-979-5500

Cards & Things







   703-521-1060

Pentagon Cleaners and Alterations




   703-695-5047

Pastry Shop








   703-920-6460

Pentagon Hair Care Center





   703-521-0271

VA DMV and MDW Registration





   703-979-5911

Ladies Boutique, Chateau’s





   703-486-0071

Military Memorabilia, Fort America




   703-271-6097

Action Resumes







   703-979-8203

Army/A.F. Mutual Aid Association




   703-892-0134

Army Recreation Service (Room 3A146)



   703-697-3816

Air Force Recreation Service (Room 5E917)



   703-697-9866

Army Education Centers (Room 3C147)



   703-614-4514
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OFFICE ABBREVIATIONS

Army-Air Force Exchange Service




AAFES

American Forces Information Services




AFIS

Army Forces Command






FORSCOM

Army Health Clinic






AHC

Army Materiel Command






AMC

Army National Guard






ARNG

Army Research Laboratory





ARL

Army Review Board Agency





ARBA

Assistant Secretary of Defense





ASD

Assistant Secretary of Defense (Health Affairs)



ASD(HA)

Assistant Secretary of Defense (Homeland Defense)


ASD(HD)

Assistant Secretary of Defense (International Security Affairs)

ASD(ISA)

Assistant Secretary of Defense (International Security Policy)

ASD(ISP)

Assistant Secretary of Defense (Legislative Affairs)


ASD(LA)

Assistant Secretary of Defense (networks and Information Integration/DoD

     Chief Information Officer





ASD(NII)/DoD CIO

Assistant Secretary of Defense (Public Affairs)



ASD(PA)

Assistant Secretary of Defense (Reserve Affairs)



ASD(RA)

Assistant Secretary of Defense (Special Operations and Low 

   Intensity Conflict)






ASD(SOLIC)

Assistant to the Secretary of Defense




ATSD

Assistant to the Secretary of Defense (Intelligence Oversight)

ATSD(IO)

Assistant to the Secretary of Defense for Nuclear and Chemical and

  Biological Defense Programs





ATSD(NCB)

Center for Army Analysis





CAA

Court of Appeals for the Armed Forces




CAAF

Correspondence Control Division





CCD

Chairman of the Joint Chiefs of Staff




CJCS

Chief of Naval Operations





CNO

Chief of Staff, Army






CSA

Chief of Staff, Air Force






CSAF

Chief Army Reserve






DAAR

Chief Legislative Liaison, U. S. Army




OCLL

Chief of Chaplain, U. S. Army





DACH

Chief of Staff, U. S. Army






DACS

Chief of Engineers (Army)





DAEN

Department of the Army






DA

Defense Advanced Research Project Agency



DARPA

Defense Commissary Agency





DeCA

Defense Contract Audit Agency





DCAA

Defense Contract Management Agency




DCMA

Defense Contracting Command-Washington



DCC-W

Defense Finance and Accounting Service




DFAS

Defense Information Systems Agency




DISA

Defense Intelligence Agency





DIA

Defense Information Systems Agency




DISA

Defense Logistics Agency





DLA

Defense Telecommunications Service-Washington


DTS-W

Department of Defense






DoD

Department of Defense Test Resource Management Center


TRMC

Deputy Chief of Staff Logistics (G4)




DALO

Deputy Chief of Staff Office of Intelligence



DAMI

Deputy Chief of Staff Operations & Plans (Army) (G3)


DAMO

Deputy Chief of Staff Personnel (G1)




DAPE

Deputy Secretary of Defense





DepSecDef

Director of Administration





DA&M

Director, Defense Research & Engineering



DDR&E

Director, Force Transformation





FTD

Executive Secretariat of the Department of Defense


ES

Executive Services and Communications Directorate


ESCD

Executive Secretariat Rear





ESR

Executive Secretary of the Department of Defense



ExecSec

General Counsel of the Department of Defense



GC, DoD

General Services Administration





GSA

Homeland Security






HLS

Inspector General of the Department of Defense



IG, DoD

Joint Chiefs of Staff






JCS

Joint Staff







JS

Military Assistant






MA

Military District of Washington





MDW

Missile Defense Agency






MDA

National Guard Bureau






NGB

Net Assessment







NA

National Geospatial-Intelligence Agency




NGA

National Reconnaissance Office





NRO

National Security Agency/Central Security Service



NSA/CSS

National Security Council





NSC

Office of Economic Adjustment





OEA

Office of the Assistant Secretary of the Army (OSA)

     Administrative Assistant





OSA/AA

Office of Personnel Management





OPM

Office of the Assistant Chief of Staff for Installation Management

DAIM

Office of the Secretary of Defense




OSD

Pentagon Force Protection Agency




PFPA

Principal Deputy Under Secretary of Defense



PDUSD

Program Analysis and Evaluation





PA&E

Reserve Forces Protection Agency




RFPA

Resource Services-Washington





RS-W

Secretary of the Army






SA

Small and Disadvantaged Business Utilization



SADBU

Secretary of the Air Force





SAF

Secretary of Defense






SecDef

Secretary of the Joint Staff





SJS

Secretary of the Navy






SN

Secretariat Writing Team






SWT

Space & Building Management Services-Washington


S&BMS-W

The Judge Advocate General, U. S. Army




DAJA

The Special Assistant – Secretary or Deputy Secretary of Defense

TSA

The Surgeon General (Army)





DASG

TRICARE Management Activity





TMA

U. S. Army Center for Military History




DAMH

U. S. Army Community & Family Support Center



CFSC

U. S. Army Criminal Investigation Command



CIDC

U. S. Army Research Institute for Behavioral and

  Social Services







ARI

U. S. Army Reserve






USAR

U. S. Army Reserve Command





USARC

U. S. Army Security Assistant Command




AMSAC

Under Secretary of Defense for Acquisition, Technology, & Logistics
USD(AT&L)

Under Secretary of Defense (Comptroller)/Chief Financial Officer

USD(C)/CFO

Under Secretary of Defense for Personnel and Readiness


USD(P&R)

United States Army






USA

United States Air Force






USAF

United States Marine Corps





USMC

United States Navy






USN

Washington Headquarters Services




WHS
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