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LOST/DAMAGED ID BADGE FORM

Please return to Health and Safety at Wierk Ave. 

I have (  lost   /  damaged  (circle one)) my Sullivan County BOCES Identification Card. If lost, I verify that I have made a diligent search for the card and have not been able to locate it. If damaged, I will continue to use the old card for identification purposes until I receive the new one, after which I will return the old card to Health and Safety via interoffice mail. 
I request that the Health and Safety/Risk Management Office prepare a new Identification Card for me. In the event a picture of me is not on file, I will be contacted and make arrangements with the Health and Safety Office to have a new picture taken. 

I understand that the accesses (doors, etc) on a lost card will be suspended and new accesses will not be assigned until 2-3 days after I receive the new ID card. I also understand that a record of the lost card will be kept and that repeat offenses of lost cards may result in my being billed for subsequent card production. This provision may also apply to cards which appear to have been damaged due to improper use or abuse. 

The following information is provided:

Name: ______________________________________________________

Title: ______________________________________________________

Department: __________________________________________________

Work Location(s): _____________________________________________

Holder Required:
_____ Lanyard
_____ Clip

_____ None

Signature: ____________________________________________________

Date: ________________________________________________________

For Health and Safety Office Use Only:

Old Number Deactivated ______________

Date New Number Assigned ________________


New Number Activated _______________

Date New Badge Printed and Sent ____________ 

Current:07/15/10
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