Department of Administrative Services

Facilities Division Operations & Maintenance

Keycard/Photo ID Request Form

[image: image1.wmf]***KEYCARD IS THE PROPERTY OF THE STATE OF OREGON**

**RETURN CARD IF NOT IN USE OR SERVICE  IS TERMINATED** 
Employee Information (*Indicates Required Field)
KC #:   

Badge Type :
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Photo ID Keycard [image: image2.wmf]Photo ID Only [image: image3.wmf]Keycard Only (Prox)
*Last Name:







*First Name:







*Department: 






Section:







*Building: 







Phone Number:






	PIN # 
	 N/A

	Permanent Access Levels:

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Temporary Access Level(s) If Applicable:



	AL
	Start Date
	Start Time
	End Date
	End Time

	
	
	
	
	

	
	
	
	
	


TEMPLATE: 
Special Instructions:












	
	
	
	
	

	Coordinator Signature  *
	
	Printed Name
	
	Date

	High Security Area Coordinator (if Applicable)
	
	Printed Name
	
	Date


*Your signature on this form certifies all required background checks have been completed, internal polices, and procedures have been complied with, and authorizes the
KeyCard Shop to grant access to the above listed employee.


	First Badge Issued
	Second Badge Issued
	Third Badge Issued

	Badge Number
	
	Badge Number
	
	Badge Number
	

	Date of Issue
	
	Date of Issue
	
	Date of Issue
	

	Initial for Receipt
	
	Initial for Receipt
	
	Initial for Receipt
	

	Date of Pickup
	
	Date of Pickup
	
	Date of Pickup
	

	Billing Info Entered
	 FORMCHECKBOX 

	Billing Info Entered
	 FORMCHECKBOX 

	Billing Info Entered
	 FORMCHECKBOX 


	Date Deactivated
	
	Date Deactivated
	
	Date Deactivated
	

	Date Returned
	
	Date Returned
	
	Date Returned
	

	Comments:


	Comments:


	Comments:




Access Level History
	Access Level
	
	
	
	
	
	
	
	

	Date Added
	
	
	
	
	
	
	
	

	Access Level
	
	
	
	
	
	
	
	

	Date Added
	
	
	
	
	
	
	
	


_________________________________________________________                                                               ___________________________________  
DAS Keycard Office Staff  








Date
10/14/2010
For DAS Use Only Below This Line
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