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Visitor Screening

Contractor personnel must comply with following visitor screening requirements to gain access
to Government facilities.

Every facility is unique and limitations on access are based on the nature of work being
performed; classification or sensitivity of information; use or production of high-value or
negotiable monetary instruments, equipment and/or manufactured items warranting specialized
handling, accessibility, maintenance, monitoring or protection. Restrictions may further apply to
those personnel who do not have access to particular information — whether it is classified,
sensitive, pre-contract or procurement-sensitive.

VIPs visiting Departmental Offices (DO)/bureau locations may warrant an escort to expedite
their visit with senior officials. Extending such courtesy may consist of pre-screening in
coordination with on-site security or uniformed officers and visit-sponsoring officials. Waivers
may be granted to authorize use of external private entrances but only in coordination with and
approval of on-site security or uniformed officials.

Visitors shall normally be directed to a central control point either in or immediately adjacent to
the building lobby. In addition to being escorted, visitors are expected to comply with
established access control procedures which may include issuance of visitor/escort-required
badges. After check-in, the visitor shall either call the sponsoring office hosting the visit (and/or
for whom an appointment has been made), or be directed to a designated waiting area.

The office or individual sponsoring the visit is responsible for providing an authorized escort for
the visitor(s). Escorts shall be one or more assigned employee or authorized contractor
personnel responsible for accompanying visitors throughout the visit. The number of escorts
may depend on the size of the group of visitors, for example, at least one escort per every 5
visitors is required for large groups. Such persons must be employed within and/or have
authorized access to the particular area(s) being visited.

Visitors shall follow the escort’s instructions and comply with internal sign-in procedures in
particular areas being visited. This may include, but is not necessarily limited to relinquishing
prohibited items such as personal digital assistants or blackberry communication devices, cellular
phones, two-way pagers, photographic and recording equipment, etc. Internal work areas may
also be equipped with visual displays such as colored lights or other readily discernable features
in hallway and work areas to alert other occupant employees and authorized contractor personnel
to the presence of uncleared individuals. All hallway and office doors not related to the visit
shall be closed.

Display of Identification. All persons entering DO/bureau facilities, and unless otherwise
allowed by bureau security policy, shall display identification at or above the waist, in plain view
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