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A. CITIZENSHIP: The Authorized Requestor/Sponsor/Host is responsible for ensuring citizenship has been verified, typically by an employer’s I-9/E-Verify process, or review of a validating document, including the following:
· U.S. Passport (except for non-citizen U.S. Nationals from American Samoa and Swains Island)
· Certified U.S. Birth Certificate (issued by state or local government, not hospital)
· Naturalization or Citizenship certificate or card
Among documents that do not validate U.S. Citizenship are Social Security Cards and Driver’s Licenses. See United States Citizenship and Immigration Services about determining citizenship, http://www.uscis.gov/portal/site/uscis. Access to the Hanford Site by non-U.S. Citizens must be coordinated with the appropriate Foreign National Visits and Assignments (FNVA) Program.

B. PERSON: Provide all personal information.

C. REASON:
· A New Hire is an individual being hired by the Hanford Company sponsoring this badge.
· A Contractor is a person working under a sub-contract or purchase order on the Hanford Site.
· A Visitor must be a U.S. citizen, have a business reason for accessing the Hanford Site, is neither an employee or subcontractor, and is visiting for 1-7 days for any of these reasons: Tour Authorized by DOE RL; Delivery; Field Visit; Office Visit; Building Only Visit.  Requests for these badges are usually entered in the Badge Request System, https://www7.rl.gov/badge/index.cfm, which produces paper badges.
· Another type of Visitor badge is requested by using this form. A black Visitor badge has an expiration date, the word “Visitor;” and is often requested to enable Access Control (Prox); or for a special circumstance such as Corporate visitor, bargaining unit member, or representative of a community outreach program.
· Any Foreign National badge request must be processed through the appropriate FNVA Program.

D. BADGE TYPE: Select one. 
· HSPD-12 PIV Federal Access Credentials are required for all Federal employees, and for contractors who have security clearances.  Other requests for PIV badges must be reviewed and approved by DOE-RL.
· Hanford Site Specific badges include green employee/on-site contractor badges, black sub-contractor/vendor badges, and red foreign national badges.
· Visitor badge, see Section C.

E. ACCESS CONTROL (PROX): The capability for automated access control, such as proximity or “prox” access at doors, must be requested for contractor/visitor or foreign national badges.

F. CLEARANCE LEVEL: Contact MSA SAS Clearance Processing regarding L or Q clearances.

G. HANFORD SITE ACCESS DATES: The badge expiration date is the last day of Site Access, expiring at midnight.

H. CONTRACT INFORMATION: Complete all fields for sub-contractor badges. Provide full information for the Employed By Company to ensure the proper company is identified in Site systems.

I. COMPANY:  The Responsible Company is the Hanford company requesting (sponsoring) the badge: it acknowledges the individual meets criteria to be issued a badge.  The Employed By Company directly employs the person.

J. PURPOSE/COMMENTS: Provide additional pertinent information.

K. AUTHORIZED REQUESTOR/SPONSOR/HOST: Only Authorized Requestors may request security badges by fully completing all applicable fields. Forms sent as e-mail attachments from personal HLAN accounts of Authorized Requestors are considered signed. Forms sent to the Central Badging Office via scan or fax must first be signed by Authorized Requestors.

NOTE ON EJTA:  For Site Access of more than 30 days in a calendar year, and/or Site Access for persons required to be enrolled in a medical surveillance program due to the potential for exposure to hazardous conditions, an Employee Job Task Analysis (EJTA) is to be performed. See http://www.hanford.gov/amh/page.cfm/EJTA .
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