
UNCLASSIFIED

 Sponsors submit request in Visitor Net

 Visitor completes NCIC form, brings to VCC

 10 or more visitors at one time, submit NCIC 
forms to: 

usarmy.pica.usag.mbx.physical-security@mail.mil
OR

Bring the completed forms to the VCC

 Visitor goes to VCC to pickup/turn-in pass

Duty Hours: M-F 0700-1500
After Hours 

M-F 1500-0700/Weekends/Holidays
 Sponsors submit request in Visitor Net

 Sponsors call Main Gate @ 973-724-4579 
to announce visitor arriving

 Visitor shows up at Main Gate with or 
without NCIC form completed (more time 
to process without)

 NCIC check is conducted via telephone to 
Police Desk

 Receive Pass from guard
NOTE: If not previously cleared processing 
time could take up to 10-20 Minutes.

Visitor Access

NOTES:
• Groups of 10 or more submit NCIC check 5-10 days in advance.
• Background checks will be good for 1 year.

mailto:usarmy.pica.usag.mbx.physical-security@mail.mil


UNCLASSIFIED

Gate Access - Events

Any event that requires special access to the installation
(Ceremonies, Ammo Hall of Fame, Congressional visits, etc.) 

o Contact the Physical Security Office for coordination. 
X3371/4100/5405.

o All rosters must be submitted to the Physical Security Office NLT 
3 business days in advance.

NOTE:  Please do not give lists to SGT Atkins at PAPD.  Physical 
Security now coordinates these events.
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