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ACTION REQUIRED:

New User Delete User Existing User (update user information)

ACCOUNT TYPE:

Read/Edit Read Only

1.Last Name: First: MI:

Command

Address 1:

Address 2:

Civilian Military Contractor

2.Commercial Phone: DSN Phone:

3.Users E-mail Address

4. Requirement for Access:

5. Do you have a Common Access Card? Yes No Will you use it to access the system Yes No

6. Supervisors Name:  Supervisors Phone: 

7.Authorization (Echelon II Primary DON IT Registration Database POC) Approve Disapprove

Echelon II Command:

Name: Phone:

Signature: Date:

8. Comments:

As of: 1-31-2002

INSTRUCTIONS:

1) Applicant will complete the DON IT Registration Database – Account Request Form and obtain their supervisor's 

signature.

2) Applicant will submit the completed form to their Echelon II DON IT Registration Database point of contact (POC) 

for an approval decision.

3) The Echelon II DON IT Registration Database POC will review the form for completeness and accuracy, and verify 

that the applicant has a valid requirement for access.  The Echelon II DON IT Registration Database POC is

responsible for maintaining the original file of user access forms.  If approval is warranted, the Echelon II DON IT 

Registration Database POC will sign the form and forward a signed copy of the form to the DON System

Administrator (e-mail or FAX).  The DON System Administrator is Mr. Richard Gallagher.  He may be reached on E-

mail  Gallagher_Richard@BAH.com, office telephone is 703-413-7015, FAX telephone is 703-413-7021.

4)  The DON System Administrator will process the form (establish account access)and notify the Echelon II DON IT 

Registration Database POC and the applicant of the completed action by e-mail within 3 working days. 



Common Access Card (Optional):  The DON IT Registration Database system has been designed and developed to 

support the 'new' Common Access Card (CAC).  DON encourages users to use their CAC to access the database.  

Your user name and password will still be required, but only to initiate your first log on.  After initial logon, only your 

CAC and PIN code will be needed to log on to the database.  Users who do not have a CAC card can still access the 

database with a user id and a password.  Please contact the System Administrator if you need assistance.



For assistance contact Mr. Richard Gallagher on gallagher_richard@bah.com or telephone 703-413-7105.


