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	ITT Corporation
ITT Night Vision
C/O Security Office

7635 Plantation Road
Roanoke, VA  24019-3257

tel   540 563 0371
fax 540 561 0365


	June 20, 2008
MEMO TO:
Contractors
FROM:
Security Office
SUBJECT:
Contractor Requirements – Rules and Regulations
	


____________________________________________________________________________________

All contractors visiting ITT Night Vision will need to comply with the following security guidelines and have all requirements listed below met prior to their arrival at ITT NV.  
· All persons entering the ITT NV facility are required to provide documentation verifying US citizenship.

· Acceptable forms of documentation verifying US citizenship status are as follows:
· Original or certified copies of US Birth Certificates, 
· US Passports (current or expired), and/or

· Certificate of Naturalization papers
· All contractors who intend to be added to the Contractors List must provide the Security Department with acceptable proof of citizenship as well as a completed background check.  
· A completed background check must contain a minimum seven-year Federal, State and County criminal history check conducted within the past six months.  
· All approved contractor background checks must be clear of any Felony or Misdemeanours involving theft or larceny.  No exceptions to these regulations will be made.
· ITT NV currently uses Selection.com to obtain background checks. To utilize this resource, please contact Brian Huseman at 1-800-325‑3609.  The cost is $25.00 per check, although special discounts may apply for multiple background checks.

· The requirements for the Contractors List are only intended for those who will be needing access to the facility on an extended regular basis.  
· Contractors needing access to the facility on a short-term basis will need to contact their point-of-contact to obtain a temporary Visitors Request Authorization.
Failure to provide this information will result in your firm being denied access to the ITT Roanoke/ West Springfield/San Diego facilities.

Once the contractor has been approved by Security to enter the facility, they will need to follow the proper requirements and procedures listed below.
1. All contractor employees must enter and exit through the Main Gate, South Gate, the Lobby at Building 3, or the Lobby at Building 5.
2. All contractors must sign in upon arrival and obtain the appropriate badge.  All badges must be worn on the outermost layer of clothing, above the waistline, and be visible at all times.
3. All contractors are prohibited from bringing in any electronic devices without proper approval obtained at time of entry.
4. All contractors will be searched prior to leaving the facility.  Searches are subject to being conducted on all persons, belongings, and vehicles.   
5. Contractors needing access to any designated controlled area will be escorted at all times by the contractor’s point-of-contact while in these areas.
All information containing citizenship or background information will need to be sent to Johnathan Dowdy.  This information will remain confidential as it contains privacy information.  If additional information is required, or if you have any questions, please contact John at 540-563-0371, ext 4600.

Thank you for your prompt attention to this matter.

