[bookmark: _GoBack]New CMSID/BBD Security Forms are needed to access the system after Feb 2016.

Authority to request this information is granted by Naval Personnel Command Distribution Guidance Memorandum #4512-1510. You may decide not to supply this information, but access cannot be granted without it.

· Two forms are needed
1. OPNAV 5239/14 form can be found at https://navalforms.documentservices.dla.mil/web/public/forms
2. NAVPERS 1330/3 form can be found at http://www.public.navy.mil/bupers-npc/reference/forms/NAVPERS/Documents/NAVPERS_1330-3_Rev11-15.pdf
· When filling out the OPNAV 5239/14, the following rules apply:
1. System Name is CMSID/BBD
2. Location is New Orleans, LA
3. Blocks 1 through 9 must be filled out completely
4. Block 10 must reflect a date of 1 OCT 15 or later
5. Block 11 describes the access you are requesting (i.e. Command Career Counselor or Activity Manning Manager)
6. Block 12 – Authorized
7. Block 13 – Unclassified
8. Block 14 – remember to check it
9. Block 14A – if contractor, please follow the instructions on the form
10. Block 15 – 16b
· If requesting Activity Manning Manager, must be signed by your CO, XO, OIC or by direction authority for those officials
· Otherwise, must be signed by a commissioned officer or a civilian GS-13 or above
11. Blocks 17 – 17b leave blank
12. Blocks 18 – 21 must be signed by your IAM
13. Remember to fill out blocks 23-25
14. Blocks 26 through 30 (Part III) must be completed by your security manager
· Block 26c must be Level 1 or Level 2 for access
· When filling out the NAVPERS 1330/3, the following rules apply:
1. Section I must be completely filled out
2. In Section II, check the access you are requesting
3. Section III will be used by Detailers and Community Managers
4. Section IV will be used if you have NMPDS (EAIS, ODIS, ARIS) access
5. The Remarks block in Section IV will describe anything special about your access
· Please use this section for any extra UICs you wish to access
· It would be helpful if you write your security clearance date in this section, however we will not reject your request if you do not
· It would be helpful if you write your phone number in this section, however we will not reject your request if you do not
6. Signature blocks – The authorizing official must match blocks 15-16b on the OPNAV form.

