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Office of Science 
DATE

MEMORANDUM FOR
(NAME), FACILITY SECURITY MANAGER


GERMANTOWN or FORRESTAL FACILITY SECURITY MANAGER




OFFICE OF PHYSICAL PROTECTION





OFFICE OF HEADQUARTERS SECUIRTY OPERATIONS





OFFICE OF HEALTH, SAFETY, AND SECURITY

FROM



Name (Program Approving Official)





Program Office
SUBJECT


Group Meeting hosted by Program Office

The Office of (Program Office) has arranged for a non-classified group meeting to be held in (Room) on (Date) in the Germantown or Forrestal building, from (Start Time) until (End Time).
We are expecting approximately (Number of Visitors) at the meeting.  Please provide access only badges for their visit.  We will have people sit and register visitors in the lobby.

If you should have any question please contact (POC & phone number).
cc:

T. Earl, AU

G. Sloan, AU

D. Dorsey, AU

N. Day, SC

Department of Energy


Office of Science


Washington, DC 20585











