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NOTIFICATION OF VISITORS

To Receptionist, I wish to inform you that I am expecting the following visitor(s) and can confirm security clearance to those personnel as indicated below:

	Purpose of visit 

(e.g. meeting, tour, potential sales, social etc.)
	Workshop

	Date and time

From:
	6 June, 0900
	Until:
	8 June 1700

	Car space required
	Yes / no     

(delete as appropriate)
	No. of spaces required:
	

	Is this a disabled car parking space?
	Yes / no     (delete as appropriate)1


	Location(s) to be visited 


	Conference suite + C wing meeting room (floors 1+2)












               To be completed by receptionist
	Name
	Name of Company/ Organisation
	Destination travelling from             (if Known)
	* Security Cleared YES/NO
	Type of Pass to be issued
	Access list checked by (Initials) 
	Any special require-ments1
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(Please use continuation sheet for large groups of visitors)

* Staff are reminded that other government departments do not necessarily carry out any security clearance on their staff.  Written proof of the level of security held by individuals may be required.

1 Does your visitor have any special access or dietary requirements. Do they require information in an alternative form? Contact the disability adviser if you have any further questions regarding adjustments on ext. 6027

	Sponsors name, to be contacted on arrival of visitor
	Chris Hewitt
	Sponsors signature
	




     (BLOCK LETTERS)

	Extn number
	4520
	Date
	


	Alternative contact name (sponsor)
	Pip Gilbert
	Extn number
	4603


Visitors are the responsibility of the sponsor, who is required to make arrangements as appropriate for the collection and return of visitors to reception.

Please note failure to notify 24 hours in advance may result in the non-admittance of your visitor(s)
E-mail address: exeter.reception@metoffice.com 


