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Steven K. Fess. CSP/CIH

Safety Engineer
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To:

Xerox Contractors

From:

Xerox Contractor Safety

Subject:
Security Procedures for Accessing Vehicle Gates at Xerox

Xerox has recently instituted new security measures, which may cause delays in accessing gated areas of Xerox facilities in Webster, New York.  By taking the following steps, you can reduce the delays that you may encounter when accessing your work area through these gates:    

When Contractor Employees require access through a Xerox vehicle gate, a representative from your company should call Xerox Security at 585-422-2122, prior to their arrival at Xerox.  The following information should be given to Security:


a.  The name(s) of the personnel, 


b.  the vehicle gate(s) to which access is required,


c.  the area in which they will be working, and


d.  the date & time the individuals expect to arrive.

This process will prevent Xerox Security from having to verify this information when they arrive, and will prevent a delay in entry onto Xerox property by your personnel.  

All contractor personnel should be in possession of a Xerox badge (picture or temporary) at all times on Xerox property, and it is strongly recommended that they carry personal and/ or company picture identification.

If you have any questions regarding this request, please contact me via e-mail, or at the phone numbers listed below.

Thank you for your assistance with this request.

Steven K. Fess

Xerox Corporation
800 Phillips Road, Bldg. 205-99F
Webster, NY  14580[image: image1.png]T'HE DOCUMENT COMPANY




Telephone 585-231-8482
Facsimile 585-422-8217
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