
 
 

 

 
 

 

 

     
 

 
 

 
  

 
 

 
 

 
 

 

 
 

 
  

 
 

 

Procedure for Short-Term Visits by Foreign National Guests 

1. Purpose: The purpose of this guidance is to provide EPA employees with the procedures for
requesting short-term visits by Foreign National Guests (FNGs) to participate in conferences,
meetings, symposium, tours, training, and seminars at any EPA-Cincinnati facilities.

2. Action: The individual requesting the FNG visit (Sponsor) shall send an email request to the Facility
Security Manager at least two (2) weeks prior to the event for approval by the Facility Security
Committee (FSC). All requests must be approved by the Sponsor’s immediate supervisor.

Send the email request to ott.franz@epa.gov and corn.ruth@epa.gov. 

The subject line in the text shall Read – “Short Term Foreign National Guest” 

Include the following information in the Sponsor’s request: 

a) FNG’s Full Name
b) Purpose of Visit (this will include an overview of the presentation)
c) Organization (Universities, Company, Association)
d) Date of Visit
e) Location (list all rooms/labs/offices)
f) Sponsor’s Name/Office/Telephone
g) If the purpose of the visit includes topics such as chemicals, IT technologies or computer
networks, a copy of the presentation will be sent to the FSC for review.

The FSC will review the request and then forward the information to the local FBI 
Counterintelligence/ Espionage Division for vetting. When the results are received, an email response 
will be sent to the Sponsor, informing them of approval or denial. Prior to the visit, the Sponsor will be 
required to sign the FNG Escort Acknowledgement Form. This will be coordinated with the Facility 
Security Manager. 

Note: It’s paramount that requests are provided in a timely manner to ensure they can be processed 
expeditiously. Failure to do so could result in the request being denied. 

3. Internal Controls. All FNGs will be required to adhere to the internal controls that have been
approved by the EPA OGC. Those internal controls include: FNGs are prohibited from bringing
thumb drives, cell/smart phones, CD/DVD players, or any other type of recording devices into any
EPA facility. In addition, FNGs are not authorized the use of an EPA employee’s computer. FNGs are
restricted to those areas that have been pre-approved by the FSC.

4. Laboratory Visits. Visitors to laboratories and hazardous work areas shall be escorted by an EPA
employee or contractor stationed at EPA-Cincinnati as their regular duty station. The Sponsor is
responsible for the safety of the visitor until relieved of the responsibility by a supervisor or until the
FNG visitor departs the work area. Under no circumstances may an FNG visitor be present in a
laboratory, while materials are being handled.

5. Service Providers. Those FNGs who provide a service such as repairing a microscope, maintenance
on electronic equipment, or building maintenance must be escorted the entire time and shall adhere to
the internal controls as listed above. No exceptions.
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_______________ 

_______________________________

FOREIGN NATIONAL GUEST 
ESCORT ACKNOWLEDGEMENT AGREEMENT 

FORM 

Date 

From: _______________________________________ 
EPA Sponsor/Organization 

To: Facility Security Committee, EPA-Cincinnati 

Subj: Escort Acknowledgement Agreement Form 

1. I hereby certify and agree that I understand my responsibility as an escort for:

FNG Name

2. While under my escort, the Foreign National Guest (FNG) shall be in my line-of-sight at
all times. This includes only those areas pre-approved by the Facility Security Committee (FSC).
Furthermore, I understand that FNGs are prohibited from bringing thumb drive, cell/smart
phones, CD/DVD players, or any other type of recording devices into any EPA facility. Lastly, I
understand that FNGs are not authorized to use EPA employee computers.

Exceptions: 

Restroom. The visitor can enter the restroom without an escort, while the escort is 
stationed outside the bathroom door.  

Hand-off.  If the escort has a meeting or other obligation to attend to and plans to hand-
off the FNG to another escort, this shall be done in advance, so both escorts can sign the 
Escort Acknowledgement Agreement Form.   

3. Failure to comply with Escort Acknowledgement Agreement Form will result in the
FNG being detained until released by the Facility Security Manger.

_______________________ __________ 
(Signature) (Date) 

________________________ __________ 
(Signature) (Date) 

Sponsor/Escort 

FSC Member (Witness) 
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