Seminar Procedures/Pre-Announcement Form
NOAA ONLY
Those seminars not open to the general public, but advertised to a limited scientific community can have attendees access the site through the following procedures. Providing names of each attendee to the Boulder Laboratory Police in advance will not be required if the following procedures are adhered to. 
1. These procedures pertain to those agencies sponsoring seminar series that recur on a monthly or more frequent basis, except for summer breaks. Seminars scheduled on a less frequent basis need to follow the normal security process of providing names of attendees prior to the seminar.                                            
2. The series coordinator must fill out this Seminar Pre-Announcement form for each individual seminar. *Please ensure that at least one alternate contact name and phone number is listed.                                    
3. The coordinator will fax (303-497-7402) or hand carry a hard copy of the form to the Visitors Center, no later than 24 hours prior to the seminar. Forms received with less than 24 hour notice will not be processed.                                                                                                                                                                   
4. All seminar attendees will process through the Visitor Center, as normal, and must present a valid ID. Foreign Nationals must present a valid passport or permanent residency card (green Card). Copies of these documents will not be accepted – NO EXCEPTIONS.                                                                          
5. Seminar attendees must mention the specific seminar title or speaker name to the Visitor Center security to be granted a visitors badge. Personnel that cannot remember either will not be granted access, unless the seminar coordinator or alternate can be reached by phone to vouch for them.                       
6. Complete the bottom portion of this form, print and fax to the Visitor Center (303)-497-7402.
 
Seminar Series Title:  Click here to enter text.
[bookmark: _GoBack]Specific Seminar Title: Click here to enter text.
Speakers Name: Click here to enter text.
Seminar Date/Time: Click here to enter text.
Seminar Location: Click here to enter text.
Sponsoring Organization: Click here to enter text.
Seminar Series Coordinator: Click here to enter text.
Coordinators Phone: Click here to enter text.
Alternate Name(s): Click here to enter text.
Alternate Phone(s): Click here to enter text.
Coordinator Signature: Click here to enter text.
Date/Time Submitted: Click here to enter text.
Police Approval ___________________________________________________
