DPW Statewide Security Unit
Electronic Card Key Request Form

Office of Policy & Management
410 - 470 Capital Ave., Hartford, CT. 06106

 

       
Reason for Request
  New Employee              
  Existing Employee (new access card issue)  

  Edit existing clearance code -             Deactivate               Change Code Level                      

       Lost/Broken/Stolen - Electronic Card Key (fee payable to:  “State Treasurer’s Office”)
       Other: _________________________________________________________
Clearance Codes Level/s Requested
         OPM - A
            OPM - C
  OPM - E               OPM - G               OPM - I                OPM -  
         OPM - B
            OPM - D
  OPM - F               OPM - H               OPM -              O  OPM - 
Employee Name & Title __________________________________________________    Telephone (        )_________________

Work Address _________________________________________________    City/State/Zip_____________________________

Unit/Department/Company _________________________________________________________________________________

Employment Status              Permanent                  Limited Time Request____/____/____                Contractor ____/____/____               

                                                                                                                  Expiration Date                                           Expiration Date

_____________________________/_________________________/_________________________________        ___________

           Manager / Print Name                                     Signature                                                                  Title                                                        Date             
NOTE:  Upon signing this request and taking possession of the security access card, the holder acknowledges that at the time of separation from state service or separation from state agency, the holder is responsible for returning the security access card to the Building Security Unit. 

If the security access card is lost or stolen, the employee shall immediately notify the Property Management for immediate deactivation of the card and to request a replacement card.  Requests for replacement cards will be processed within 1 business day (24Hours) upon receipt.

There is a $10.00 fee charged for a lost/stolen/broken security access card replacement.  Fee is payable to Treasurer, State of Connecticut 

A security access card is not to be “loaned out” or “borrowed” by anyone.  A security access card will remain state owned property that is specifically assigned to you, and you are solely responsible for it.   There are no “Temporary Access Cards” issued if your card is misplaced or left at home.   

Access card cannot be issued if missing appropriate signatures below.                         

_______________________________________________________                 _______________

                                  Signature Acknowledging Receipt of Security Access Card and above instructions
                         Date

_______________________________________________________                 ________________
                                                                   Property Manager’s Signature 
                                                                              Date

Employees are not to call the DPW Statewide Security Unit directly for programming or disabling of access cards.  Any requests, questions or concerns regarding security access cards must be referred to the Property Management for resolution or authorized Agency Representative.

DPW STATEWIDE SECURITY UNIY OFFICE USE ONLY

   Date Received:______________      Date Access Card Programmed:______________      Access Card Programmed by:__________________

   Responded to Requestor by:   ( Email )      ( Fax )      ( Hand Pickup )      ( Hand Delivery )      ( Mail )      (Other): _______________________































































SSU Authority 


Use Only





1st. Card key # ________





Dup. 1 Card #  ________


 


Dup. 2 Card #  ________
































