

ATTACHMENT 6: VISITOR REQUEST FORM

1. Visitor Information

a. Last Name



____________________________________________

b. First Name



____________________________________________

c. Middle Initial



____________________________________________

d. Social Security Number

____________________________________________

e. Company



____________________________________________

f. Telephone Number


____________________________________________

g. Classification level of the proposal(s)
____________________________________________

2. Date of Visit


____________________________________________

NOTES:

(1) Refer to the BAA for details on types of proposals that can be hand delivered.  Only proposals classified as TOP SECRET or as SCI can be hand delivered.  Requests for hand delivery of all other proposals will be denied.

(2) All visitors must fax this visit request and security clearance certification for the visitor to the DII Program Security Office, ATTN: Mr. Joe McCloskey, at (703) 808-2646 at least 48 hours prior to the date of visit.  Visit requests and security clearance certifications not submitted at least 48 hours prior to the date of visit may not be accepted.  Failure to submit the visit request and security clearance certification will result in the Visitor not being admitted to the headquarters complex and not being able to hand deliver a proposal.

(3) Security clearance certification for the Visitor delivering the proposal(s) must be sent by the Visitor’s security officer.  Visitors cannot self certify their security clearance.  It is recommended that the Visitor’s security officer fax this visit request and the security clearance certification at the same time.

(4) Delivery Instructions:

a. Visitors hand delivering proposals will enter the headquarters complex via the employee entrance gate.
b. Visitors will provide a valid picture ID to the gate guard and state that the reason for visit is to hand deliver a proposal in response to the Director’s Innovation Initiative.
c. The gate guard will direct visitors to the headquarters main lobby.

d. In the main lobby, visitors will proceed to the receptionist area, call the DII Program personnel and inform them that they have a proposal to hand deliver.

e. Visitors may call extensions 3904, 4882 or 1907 to reach the DII Program Office.  Do not leave a message.  If no one answers the number called, then try the other extensions until someone does answer.

f. Personnel from the DII Program Office will meet the visitor in the lobby and accept the proposal.
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