EBC VISITOR AND GUEST PROCEDURE


All EBC employees are to use the SINE sign-in program for all guests and visitors. Access to this program can be made at https://dashboard.sine.co/#/signup/basic.

SINE will allow a variety of functions that will assist both the EBC employee and his or her visitor, including:

· Notifying the EBC employee when his or her guest arrives.
· Allowing the EBC employee to send a “fast track” email invitation to his or her guest, thereby eliminating the need for the guest to sign in.
· Notifying the Atrium front desk in advance of the guest’s arrival.
· Printing a visitor information badge to be worn by the visitor during his or her stay in the EBC.

In lieu of using the SINE app, although it is strongly suggested you do so, please send visitor information to ebc-atrium@utah.edu. Please include:

· Guest name
· Expected arrival time
· If the guest will need a parking pass or parking instructions 
· How you can be reached when guests are scheduled to arrive
· Catering or food deliveries.  Let Atrium know which catering company is coming, when they'll arrive, and contact information of the person receiving the food.

Visitors will remain in the Atrium until you arrive and escort them to your meeting or work area. Please be certain your visitors are wearing the yellow guest lanyard. 

Please be present in the Atrium at the time you expect your guests to arrive. Otherwise, please let Atrium personnel know where and how you can be reached. Provide your work and/or cell phone number, room location, etc., if you will be away from your desk. 

By adhering to these guidelines, your guests will have a seamless and professional experience during their visit at ECB.
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