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Joint Base Pearl Harbor-Hickam                                          
Special Function Agreement 

*****FOR JOINT BASE SECURITY DEPARTMENT USE ONLY*****

Sponsor:                                                                                 Military Affiliation:

Contact Number & Email:                                                   Location of Function:

Number of Expected Guests:                                               Date/Time of Function:

AGREEMENT:

A guest list in alphabetical order (by last name) on JBPHH Special Events Form of all non DoD card holders entering the installation must be emailed to jbphhpassid@navy.mil, 5 duty days prior to the event. A template can be requested through the following email: jbphhpassid@navy.mil.  We will NOT accept any of the following: faxed, hand carried, hand written or PDF copies of the guest list. All sponsors who do not have access to government email and cannot be confirmed as an authorized sponsor are required to report Bldg. 3455 Nimitz Pass and ID Office (Special Events Office) 5 duty days prior to the event to provide valid sponsorship identification media and along with this form before the requested Special Event or the event will NOT be authorized. Please ensure that the Special Function Agreement is submitted with your Special Event Excel sheet. We will NOT accept a digital copy there MUST be a wet signature.  
If you have any questions please contact the Special Events Office via email (as stated above) or phone (449-0870). 

SPONSOR’S RESPONSIBILITY STATEMENT:

1.  I am responsible for the conduct and escorting of my guests while on JBPHH.

2.  I am responsible for ensuring my guests are aware of the base regulations and guidelines that

pertain to base safety laws, security, and restricted/controlled areas while on JBPHH.

3.  I am responsible for ensuring my guests are aware of the provision that all vehicles on,

entering, or departing JBPHH are subject to search by order of the installation

commander and must be prepared to display proof of insurance, current registration, safety

decals, and current driver’s license.

4.  I am responsible for ensuring my guests are aware that all military and non‐military violators

can be cited for traffic violations, detained, and/or removed from the installation if infractions

occur.

5.  I will remain on base with my guests during the duration of my event.

6.  I will ensure my guests are aware that they are not allowed to sponsor or bring unauthorized

personnel onto the installation.

7.  I will ensure my guests know that they will only be authorized access to the base the day of the scheduled event.
8. I will not transport any foreign nationals without the approval of the Foreign Disclosure Officer. 
**I have read and understand the above responsibilities.**
.
Sponsor’s Signature:                                                                                  Date:
*****FOR SECURITY FORCES USE ONLY*****

SPECIAL EVENT COODINATOR (Print/Signature):                                      
DATE RECEIVED: 
SPONSORS ID EXPIRATION DATE:
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