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DEFENSE LOGISTICS AGENCY
DEFENSE SUPPLY CENTER, COLUMBUS

POST OFFICE BOX 3990

COLUMBUS, OH  43216-5000

  IN REPLY

    REFER TO
DSCC-DC

January 16, 2001

MEMORANDUM FOR RECORD

SUBJECT:  Visitor Control Policy

A visitor control report will be prepared for Distinguished Visitors (DVs) by the designated Project Officer managing the visit or event.  DVs are defined as Flag/General Officers; Congressmen or Congressional Committee Representatives; Foreign Officials; GM-15s/06s; Senior Executives Service members; and other individuals whose rank, station or purpose requires the personal attention of the Commander/Deputy Commander/Chief of Staff or action by Command to prepare for the visit.

The Flag/General Officers or visitors of at least the equivalent U.S. Civilian rank or station will be escorted directly to the Office of the Commander.  Foreign nationals, foreign representatives, or representatives of a foreign Government, firm, corporation or person are governed by the provisions of DLAM 5205.2, Foreign Liaison Program, and will be escorted directly to the Command Section.  As directed per HQ DLA, foreign visitors require an escort, Military 0-3 or GS-12 or higher.  Representatives of a Government or civilian activity conducting an authorized survey, review, audit or inspection will be directed to the Logistics Management Group, DSCC-B.  Visitors equivalent to Military 0-6/GM-15 or higher will be given an entrance or exit interview by either the Commander, Deputy Commander, or Chief of Staff.

The assigned military project officer will coordinate with the Chief of Staff, Executive Support Office, Public Affairs and Installation Services to manage all aspects of the visit. This includes arranging for billeting, transportation, clerical assistance and office space when requested by DVs and briefing coordination.

The Public Affairs Office will provide protocol support for all DV visits, and protocol guidance upon request for non-DV visits.  They will also provide Center/civic information to visitors as required; provide internal and external media/publicity coverage and an electronic marquee message welcoming visitor(s), if necessary.  

DSCC Directors/Office Chiefs/Personal Staff and Tenant Activity Commanders/Directors will advise the Command Section immediately of planned DV visit.  If the time frame does not permit advance written notification, they should notify the Command Section by telephone.

2

completed format.  Conduct briefings concerning their element as appropriate; advise all concerned elements when visitors are required to conduct business in other than an OPI and provide escorts to the desired locations; ensure visitors possess security/access clearance and request services of the Director, Office of Command Security, in obtaining security status of visitors, as required; ensure that visitors are only permitted in authorized areas and provided only that data required in the conduct of the visit, consistent with their security clearance; arrange, as the OPI, for clerical assistance and office space when requested by the visitor; coordinate with the Public Affairs Officer in providing visitors publicity coverage and furnish Center/civic information brochures, as applicable; arrange with the Office of Installation Services for prompt delivery of all correspondence and messages intended for the visitors; notify Command Security of any visitors coming on the Center, so that they may take appropriate action.  

     DSCC-O will coordinate visits of survey, review, audit, inspection an investigation teams with concerned DSCC elements.  
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     Visitor Control Report

            
DSCC Chief of Staff
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