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	DEPARTMENT OF CORRECTIONS

ID Card Request Form



	EMPLOYEE’S *LEGAL NAME:
	     
	     
	     

	*Use LEGAL name, not nickname
	(Last)
	(First)
	(Middle Initial)


	NAME CHANGE:
	FROM:
	     
	TO:
	     


	CATEGORY:
	 FORMCHECKBOX 
 EMPLOYEE
	 FORMCHECKBOX 
 CONTRACTOR
	 FORMCHECKBOX 
 OTHER AGENCY EMPLOYEE

	 FORMCHECKBOX 
 VOLUNTEER OR STUDENT INTERN
	ID CARD NUMBER:
	     


	The DOC ID card photo will only be used for official DOC business.


	REPLACEMENT REASON:

PLEASE CHECK REASON FOR A REPLACEMENT CARD BELOW

	$5.00 REPLACEMENT FEE IS REQUIRED FOR LOST, DAMAGED, OR STOLEN ID CARDS

	
	 FORMCHECKBOX 

 LOST
	 FORMCHECKBOX 

 DAMAGED
	 FORMCHECKBOX 
 STOLEN

	 FORMCHECKBOX 
 PHYSICAL CHARACTERISTICS
	 FORMCHECKBOX 
 REPLACEMENT FOR EXPIRED CARD

	 FORMCHECKBOX 
 STATUS CHANGE:
	 FORMCHECKBOX 
 POSITION
	 FORMCHECKBOX 
 INSTITUTION

	
	FROM:
	     
	  TO:
	     


	FUNCTIONAL UNIT ID CARD COORDINATOR

	INSTITUTION(S):
	     
	
	PERSONNEL RECORDS USE ONLY

	     
	
	
	

	FUNCTIONAL UNIT:
	     
	
	ID CARD NUMBER:
	

	WORKING TITLE:
	     
	
	ISSUE DATE:
	

	DPSST NUMBER:
	     
	
	EXPIRATION DATE:
	

	SEX:
	 FORMCHECKBOX 

MALE
	 FORMCHECKBOX 

FEMALE
	
	ASSESSMENT FEE & CHECK #:
	     

	HEIGHT:
	FT.
	   
	INCHES
	    
	
	DATE SENT TO ACCOUNTING:
	     

	WEIGHT:
	LBS.
	   
	
	
	
	DATE PRINTED:
	

	HAIR COLOR:
	     
	
	DEPT ID CARD COORD INITIALS:
	

	EYE COLOR:
	     
	
	SENT DATE:
	     

	DATE OF BIRTH:
	     
	
	
	

	DATE OF REQUEST:
	     
	
	
	


	FINGERPRINTS*
	     
	
	     
	
	LEDS



	
	
	     

	
	  (DATE)
	(Signature/E-code)
	
	
	(DATE)
	
	(Signature/E-code)


*Not required for replacement cards. 

	UNIT COORD NAME:
	     
	ID CARD COORD:
	     

	
	(Print/Type)
	
	(Signature/E-code)


	REPLACEMENT PHOTO TAKEN: 
	
	     
	

	     

	
	
	(DATE)
	
	(Signature/E-code)


	VOLUNTEER PROGRAM MANAGER**
	
	     
	
(INITIALS)
	     

	**For Volunteers and Student Interns ONLY.
	
	(DATE)
	
	(Signature/E-code)
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