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SECURITY GUIDELINES FOR HOSTING EVENTS AT HUD
WITH 25 OR MORE OUTSIDE ATTENDEES
______________________________________________________________________________

The Facilities Services Branch has developed a set of guidelines to assist Program Offices to sign visitors into the building in an expedited manner while maintaining a proper level of security.

What to do when your organization is hosting an event of 25 or more attendees at HUD Headquarters?

· Notify the Facilities Services Branch in Room 5153.  Please give us at least one-week advance notice.  Our telephone number is (202) 402-3478 or 402-7301.  Provide alphabetical listing of attendees at least four days in advance of the event.  If attendee’s name is not on the list, they will be denied access to the building. 
· Must provide the last four numbers of the visitor’s social security number and date of birth for all attendees, who are not Federal employees.
· Request that you inform the attendees to enter at the Southeast Lobby of the building.  We have two full lanes in this lobby with Linescans and Magnetometers.  This allows us to handle the additional foot traffic and provide employees entrance to the building with minimal disruption.
· Please inform the attendees to bring a copy of the invitation.  Instruct them to show invitation to the security guard.
· Program offices will staff a sign-in table and provide escorts outside of the Building entrance or in the vestibule before entering the building (no exceptions).  You can arrange for a table by contacting OFMS, Building and Supply Branch.  The current contact is Sallie Creech at extension 3620.  
· At the sign-in table, it is the Program Offices responsibility to verify the identity of the attendee.  As of January 10, 2016, Federal agencies are prohibited from accepting attendees’ driver’s licenses or identification cards issued by the following states:  
1. American Samoa
2. Minnesota
3. Illinois
4. Missouri
5. Washington
· The attendees from the above states must present another form of ID such as:  
· Driver’s license issued by the US Department of State
· State buildings photo identity cards (PIV card)
· U.S. passport
· U.S. passport card
· DHS trusted traveler cards (Global Entry, NEXUS, SENTRI, FAST)
· U.S. military ID (active duty or retired military and their dependents, and 
DoD civilians)
· Permanent resident card
· Border crossing card
· DHS-designated enhanced driver's license
· Airline or airport-issued ID (if issued under a TSA-approved security plan)
· Federally recognized, tribal-issued photo ID
· HSPD-12 PIV card
· Foreign government-issued passport
· Canadian provincial driver's license or Indian and Northern Affairs 
· Canada card
· Transportation worker identification credential
· Identification card issued by local government (including county or city)  
[bookmark: _GoBack]containing a photograph, name, and expiration date
· University, library or school card containing a photograph, name, and 
expiration date  
· Program Offices must issue attendees a “visitor” badge and property passes for personal computers and other equipment.  The “visitor” badge can be of your own design.  However, we require three fields of information:
1.  	Name of attendee (alphabetical listing)
2.  	Name of event
3.  	Date of the event

“Visitor” badge is not required for Federal employees with a HSPD-12 ID Card.  However, their ID card must be visible at all times.  We ask that you provide sufficient staff to escorts the attendees to and from the event area.

All visitors to the HUD building (with few exceptions) are required to go through the magnetometers.  All bags and cell phones will go through the Linescans.  If attendees are bringing in personal equipment (e.g., laptop computers) they will be required to have a property pass when leaving the building.  Contact your Administrative Officers for the property pass.

The attendee is required to wear the badge and be escorted at all times while in the building.  The attendee is not to roam around the building during the event.

The Facilities Services Branch will ensure that the uniform security force is aware of your event and prepared to handle the increased visitor traffic.  We will station an additional supervisor in the entrance lobby.  The supervisor is there to ensure a smooth flow in the lobby.  
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