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- ID BADGE REQUEST
MOP-F008
Instructions:  Fill out ID Badge Request, have Department Head approve and forward to Operations Support Services - Box 807 for approval and processing.  The original request after approval will be forwarded to the Head of Security.  
To receive new badge, employee must appear in person between 9:00-10:00 a.m. any Friday during regular work hours at the Serna Center Badge Office (5735 47th Avenue.
Department:      
Date:       
Employee:       
New Employee   FORMCHECKBOX 
     Lost Badge    FORMCHECKBOX 
    Damaged Badge   FORMCHECKBOX 
  Level Change Only   FORMCHECKBOX 

Note: Replacement of lost badges cost $5.00  

Employee Work Hours         to       
Set up access & times the same as the following existing employee:      
Rationale for access levels and times: (if beyond normal work days and hours or requiring restricted access)      
Start Date:            End Date:           Permanent:   FORMCHECKBOX 
 

Department Head Approval                 Telephone:       
Box Number:       
__________________________    __________________________    ______________

                 Print Name                                   Signature                                  Date

Print template and send to Operations Support Services - Box 807, for approval.
Office Use Only


Replacement Badges cost $5.00 __________   Received by ___________________

Approved access level(s) ________________________________________________

Start Date:  ________________     End Date:  _________________   Permanent �

________________________________________________       _____________________________

Assistant Superintendent
Date
Operations Support Services   
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