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BADGE AND ELECTRONIC ACCESS REQUEST
	INSTRUCTIONS

	· Please forward the completed form to VHSHR@odu.edu 
· Please attach a headshot photo.
· EVMS HR will send an email to the contact person listed on the form to confirm pick location and time.
	· After badge issuing, EVMS HR forwards the form to EVMS Police and Public Safety for access processing at Afterhoursaccess@evms.edu 
· When access is processed, EVMS Physical Security Specialist will inform by email the contact person listed on the form.
· Completion: expected within 3 days of receipt.



	Contact Information

	Date:
	Click or tap to enter a date.
	Name:
	

	Phone:
	

	Email:
	

	Signature of Approver 
Name and Title:
	Not required if forwarded by the Approver.


	FIELD REQUIREMENTS

	A
	Add/or delete (remove) access

	B
	List all cardholders: Last, Middle Initial, and First Name, in alphabetical order

	C
	Department 

	D
	University ID Number (UIN)

	E
	Badge Type: Student, Faculty, Staff, Non-ODU employee (Vendor, Contractor), Temporary   

	F
	Deactivation Date (For students and Non-ODU employees Only)

	G
	Assigned Badge Number (HR ONLY)

	H
	Access requested

	
	· Groups: Audio-Visual; IT; Community Faculty; Housekeeping; Maintenance; Police; Residents/Fellow; Student;.
· Main Building Access: AH; HH; JI; LH; BL; LESTER; MM; Facilities; Williams Hall – WH; Waitzer Hall – WTZR. 
· Areas that require prior coordination and approval: Autoclaves, Dispatch Center, Laboratories, Loading docks, Medical Clinics, Pharmacies, Research, Server rooms, etc. 

	I
	Enter access timeframe needed:  24/7, or Monday to Friday from 7AM to 7PM.

	J
	Pick Up Location: Monarch Card & Business Services Center or EVMS HR (Waitzer Hall)



	A
	B
	C
	D
	E
	F
	G
	H
	I
	J

	Add/ Del
	Name
Last, Middle Initial, First
	Department
	University ID Number (UIN)
	Badge Type
	Deactivation Date
	Assigned Badge Number
	ACCESS REQUESTED
	TIME
	Pick Up Location

	
	
	
	
	
	
	(HR ONLY)
	GROUP, BUILDING, CLINIC, LAB, ROOM#
	(24/7 or M-F 7/7)
	Monarch Card Center or EVMS HR

	Choose an item.	
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	Choose an item.	
	
	
	Choose an item.	Click or tap to enter a date.	
	
	Choose an item.	Choose an item.
	Choose an item.	
	
	
	Choose an item.	Click or tap to enter a date.	
	
	Choose an item.	Choose an item.
	Choose an item.	
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	Choose an item.	Choose an item.
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	Choose an item.	Click or tap to enter a date.	
	
	Choose an item.	Choose an item.
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	Choose an item.	Click or tap to enter a date.	
	
	Choose an item.	Choose an item.
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