Incoming Visit Access Request Data

The following information must be included in all incoming Visit Authorization Requests (VAR).  JPAS is the preferred method of receiving VARs.  BAE Systems’ SMO Code is 0JLS6*.  You should ONLY send a fax request to 256-864-2164 if you do not have access to JPAS.  Please ensure you have the following information on your VAR. Questions regarding these procedures should be directed to BAE Systems Security, Jen Roblee, at (256)864. 2165.  
1. Letter head or “From” line which includes the name of the organization, address, phone number and fax number of sender. 

2. Full name (Last, First, MN/MI), SSN, birth date (DOB), and birth place (POB) of individual/individuals for whom the VAR is being passed.

3. Level of clearance, date granted, and granting organization. 

4. Date(s) of visit.  
5. BAE Systems Technical POC – Name and telephone number.
NOTE:

The Technical POC CANNOT be someone in the Security Office
***VISIT REQUESTS WILL NOT BE ACCEPTED WITHOUT A SPECIFIC PURPOSE AND NAME OF BAE TECHNICAL POC***
6. Brief purpose of visit. 

7. Contractors must also include their Facility Clearance Code (Cage #) and the contract number for the contract under which the visit is being conducted.  If contract is not a MDA contract, then the prime contractor or government agency issuing the contract must indicate a need-to-know for the visit. If the visit is via JPAS, contract number and need-to-know is not required.  

8. VAR must be signed by the Facility Security Officer (FSO) or representative verifying and certifying the clearance information.

9. Unclassified visits do not require a visit request.  Please provide a roster of the attendees.

Request should be addressed to:
	BAE Systems

Attn: Security, Jen Roblee 
310 Voyager Way


Huntsville, AL  35806
	Fax:
(256) 864-2164

Verify:
(256)-864-2165 (Jen Roblee)



