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SF 550

CONTRACTOR
MAY 2010

	
	APPLICATION FOR SHAPE ENTRY CARD “CONTRACTOR”


To be filled by DSO (Divisional Security Officer):
1) AREA TO BE VISITED:
2) COMPANY OR FIRM REQUESTING THE ACCESS:
3) DSO RANK AND NAME:




4) SHAPE ID N°:
5) DIVISION/BRANCH:





6) PHONE:






MOBILE PHONE:
CONTRACTOR’S INFORMATION
	First Name
	
	Maiden Name
	

	Last Name
	
	MI
	
	CTR

	DOB
	
	Place of Birth:
	

	Country of Birth
	dd/mm/yy

#


	Nationality
	

	Date of Arrival
	
	Date of Departure
	

	Division
	
	Branch
	

	SVC Tel.
	
	Ref. Contract Nr.
	

	Mobile phone
	
	Post Number
	

	Address in Belgium
	Street

	
	City
	ZIP
	Belgium

	Allocate ID # (8)

	Vehicle:
	Make
	Model
	Color

	
	Country of Registration
	Plate Number

	

	DIVISIONAL SECURITY OFFICER (DSO):
Signature and stamp:

Date:
	SHAPE SECURITY OFFICER (SSO) – (Bldg 102 – Rm 205)

Signature and stamp:

Date:

	CONTRACTOR                                                                                                                   

Date:                                                                                             Signature:

	CEP (STC) – (Bldg 210 – Rm 111)

Signature and stamp:

Date:
	CEP (RGN) – (Bldg 210 – Rm 110)

Signature and stamp:

Date:


NOTICE
· This application is only valid if appropriately completed and submitted by the DSO through the Visitors’ Office or Information Desk at least five working days prior the access.

· There are no privileges associated with this request.

· Queries on Police databases may be made against the contractor listed on this application. 

· The SHAPE Security Office informs the Sponsor when access has NOT been granted.

· The clerk at the Visitors’ Office [Berlin Gate] will issue a 1 day access pass / vehicle pass [for the in processing] 

· Status and Classification Section is located in Bldg 210 – Rm 111.  Contractors must show their current contract.
· The Registration Section (RGN) is located in Bldg 210 – Rm 110. Opening hours: Monday to Thursday: 0845 hrs to 1300 hrs / 1400 hrs to 1700 hrs, Friday: 0845 hrs to 1300 hrs.

· This request doesn’t give access to Class II areas. Therefore, a validated SF 1, AF 107 and a Security Clearance are mandatory.

· An Out processing Form SF52 (A) must be completed at the end of the contract.
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