DGS-32-003 
Department of General Services 

Division of Engineering and Buildings

Building Access Identification Card Application

APPLICANT COMPLETES: 

	Applicant Name:

	     

	Applicant Position Title:


	     
	Office Phone No:
	     

	Agency/Division:


	VCCS/               
	Building No.:
	733

	Office Building Address:


	     
	Floor /Room No.:
	14,15,16 & 16


AGENCY CARD COORDINATOR COMPLETES:

	Please Complete the Appropriate Card Action
	Start Date:      
New
   FORMCHECKBOX 

Rehire
   FORMCHECKBOX 

Transfer   FORMCHECKBOX 

	Termination Date: 

     
	Access Level Change: 
   FORMCHECKBOX 

	  Replace Card

Broken       
Lost            
Stolen         

	Check Employment Status:

State Employee:   FORMCHECKBOX 

Non-State Employee:   FORMCHECKBOX 

	
	If Non-State Employee (Contractors, Interns, Fellows, etc.): 

Capitol Police Clearance ID 

Expiration Date:       

	Bldg. No.
	Approved by:
	Access Level
	Effective Date
	Expiration Date
	Initials

	     
	     
	7/24
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	Bldg. No.
	Interior Door#:
	Approved by:
	Access Level
	Effective Date 
	Expiration Date

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	Supervisor Approval:


	
	Date:

	Approved by Agency Head or

Agency Head Designee Signature:                 
	
	Date: 


APPLICANT ACKNOWLEDGEMENT

I acknowledge receipt of the Identification/Access Card (Card) supplied by the Department of General Services.  By accepting this Card, I agree that I will:
· Use the card only for my identification and authorized access to state facilities,

· Safeguard the Card and not allow it to be used by anyone else,

· Notify the Agency Coordinator  immediately if the Card is lost or stolen,

· Pay the $15.00 fee if my Card needs to be replaced, and,

· Return the Card to the Agency Coordinator immediately upon termination of my employment.

	Applicant’s Signature:
	Date:  


BADGING SECTION USE ONLY

	Access Card #
	
	ID Badge Only
	
	Date  

	Access Card #
	
	ID Badge Only
	
	Date  

	Access Card #
	
	ID Badge Only
	
	Date

	Access Card #
	
	ID Badge Only
	
	Date


