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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Installation Policy Memorandum #5, Requesting Open Post Events

1. PURPOSE.  Provide prescribed procedures for requesting open post events.

2.  APPLICABILITY.  This policy applies to all personnel residing on or assigned to perform duties on Fort Greely.

3. PROCEDURES.

     a.  Sponsoring organization prepares Special Event Access Request (FGA PD form 5-9), ensuring appropriateness of event for open post access and making other pre-arrangements. 

          1.  The request must be received by the visitor center at least 5 business days in advance (ref: FGA Policy Memorandum 22) excluding holidays, ensure that enough time is allowed for the request to be routed through Fort Greely Public Affairs Officer, Fort Greely Police, Command Sergeant Major, Deputy to the Commander and the Garrison Commander, to review and approve the request.  Please plan your request so that it reaches the public affairs office at least two weeks prior to the event start date.

      b.  If the sponsoring organization is not a Fort Greely office, submit the Special Event Access Request with POC signature and other required information to PAO Office (Tel 873-5023, email gregory.k.cummins@us.army.mil) in Building 501. 

       c.  If the originator is a Fort Greely office, the access request form should be placed inside a manila file folder and an IMCOM staff action sheet stapled on the outside of the folder. This staffing sheet should be filled out, including Paragraph 2 (Background / Discussion), and the appropriate reviewing offices and names of reviewers in the “Coordination” section.  The staff action sheet should also include the head of the directorate or office where the action officer works.  Action officer is the originating office sponsoring the event. 

d. The PAO reviews the request form itself, recommends approval/disapproval, signs it, and forwards the request and initials and dates the staffing form/cover sheet as
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appropriate, to FGA Police Department (PD) Chief for review. FGA PD sends the request to the command group for review.

      e.  GC executive assistant returns the signed request form to PAO. 

      f.  Upon receipt of the approved request, PAO will:

          1.  Send an email to FGA visitor center and to FGA police, and cc the originator, providing essential information about the event.

           2.  Fax or email the approved request form to the visitor center (tel. 873-3660, fax 873-3205)

        g.  PAO will return the completed request form to the originator, if so requested.

        h.  If you are the originator and do not hear about your request within a reasonable time after submitting it, please call or email the PAO to inquire about its status. 

4. Point of contact is Kent Cummins, PAO, 873-5023.


CHRIS W. CHRONIS

LTC, AV

Garrison Commander
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