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1.0 Overview
Agents of the federal government, representing various agencies such as the Bureau of Industry and Security, the Federal Bureau of Investigation and others occasionally visit Company facilities.  Reasons for their visits may include gathering statistics, investigating an exported shipment, or questioning Company about certain employees.

Although most visiting agents have scheduled in advance an appointment with the person to whom they wish to speak, this is not always the case.    

       2.0	Arrival of Government Agents at Reception/Security Desk
Please adhere to the following procedures if someone claiming to be a federal agent arrives at a Company facility:

 Questions to Ask So You Can Direct the Agents Most Appropriately

2.1.1 “What agency are you gentlemen/ladies with? May I have your name(s) and a business card?”  
        If the agents do not provide this information, do not press them.
2.1.2 “Is there a particular person or department with whom you would like to speak?”
2.1.2.1  If Agents provide a specific name, contact the person with whom they are requesting to speak.
2.1.2.2 If Agents do not provide a name but do provide a department, contact the manager of that department, or in manager’s absence, the most senior administrative assistant for the department.  
2.1.3 Call the Company employee who will greet the visitor(s) and announce: 
“Agents from the (agency name) are here to see you in (your lobby location).  I have asked them to wait in the lobby for your arrival and escort.”  
2.1.4 If the Agents do not provide a specific name or department, please contact the Global Trade Compliance Department at xxxxxx. Global Trade Compliance will give further instructions as needed.  
2.1.5 If you cannot reach anyone at xxxxx in Global Trade Compliance, contact the following people until someone can be reached:


	Do not, under any circumstances, invite or allow the agent(s) to proceed into the building unescorted – They must be accompanied by someone from the requested department or by the appropriate employee from the Global Trade Compliance or Legal Departments.

2.1 	Service of Subpoenas
	If the agents/officers are serving a subpoena, contact Legal Department personnel in the following order: 

