[bookmark: _Toc213642930]Classified/Unclassified Visits to the Carderock Division

a) [bookmark: _Toc162956570]All requests to visit the Division shall be forwarded to the Site Security Office for approval/processing by Wednesday, 2 March 2011
· Please fax to +1.215.897.8972
· Email: ellen.small@navy.mil

b) [bookmark: _Toc162956573]All visit requests will contain the following information:

1. [bookmark: _Toc162956574]Name and address of contractor requesting the visit;

2. [bookmark: _Toc162956575]Name in full and title of the person to be visited: Kellie L. Redcay, HED Manager, 215-897-7362 (work)

3. [bookmark: _Toc162956576]Name in full of contractor employee(s), including title or position, for whom the visit approval is requested;

4. [bookmark: _Toc162956577]Date and place of birth and citizenship of the employee.  If an immigrant alien, that fact will be noted (Please see note below if Immigrant Alien);

5. [bookmark: _Toc162956578]Date of requested visit;

6. [bookmark: _Toc162956579]Purpose of and justification for the visit in detail.  If a contract is involved, the contract number; and

7. [bookmark: _Toc162956580]Contractor's certification of the employee's current clearance status.

Please Note

· Visit Requests must be on company letterhead, and contain the signature of the company's certifying official.
· If the visitor has access to JPASS, a visit request may be submitted that way as well
· Please make sure to :
· include the SMO code – 655405 on request
· Point of Contact for the meeting
· Immigrant Aliens must physically have in their possession, the Alien Registration Card (Green Card) issued by the Immigration and Naturalization Service (INS).  Immigrant aliens will present an original Alien Registration Card to the NSWCCD Visitor Center personnel prior to being processed for entry to NSWCCD as a visiting U.S. Citizen.  Copies (fax, mimeograph, etc.) will not be accepted.
· Please make sure to include the green card number on the request
· Will be required to check in with the NSWC security office directly, Building 29, prior to arrival at the conference room site.



