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King County



                     BRING THIS COMPLETED FORM TO F.M.D., BUILDING SERVICES, ID/ACCESS CONTROL, ROOM 312-KING COUNTY 

          DES/FMD Building Services       ADMINISTRATI0N BLDG

                                                               FOR QUESTIONS, RETURNING CARDS, LOST CARDS, OR FORMS CALL ID/ACCESS-477-9462  

(RE: CH COMPLEX-GARAGE) SECURITY 296-5000 MRJC FACILITIES SECURITY- (RE: MRJC.) 205-8800.
ID & ID/KEYCARD REQUEST FORM

       SECTION-1-TO BE COMPLETED & SIGNED BY DEPT. DIRECTOR/DESIGNEE 

                 I have reviewed & approve the issuance of the card listed below.  If the employee transfers or leaves county service, my dept. will immediately notify           DES ID/ACCESS-296-0104, to cancel employee’s card & return it to FMD-ID/ACCESS-Mail Stop: ADM-ES-0312
          
          Printed Name: _____________________________________________________________________________         _______________________

                                                                                                                                                                         Date

        Authorized by:
                                                                  DEPT. DIRECTOR/DESIGNEE SIGNATURE                         Date                                          Phone

                                                           This authorizes the issue of:  (select one category)
*If a new employee & eligible, attach New Employee Bus Pass Authorization Form.
.   A King County ID/Keycard:  FORMCHECKBOX 
 -Employee    FORMCHECKBOX 
 -Contractor/Intern: _______________________









   (Explain)
Contractors/Interns must have all information filled out Expiration Date and Project #

                                       Employee/Intern/Contractor Expiration Date :___________ Contractor Project #:___________

      SECTION 2-GENERAL INFORMATION      PEOPLE SOFT #                        D/O/B        /      /_________________________________                                                                     

        Employee:
                                                    (LAST)       
                                                     (FIRST)                                                       (MIDDLE)          (Jr., SR, II, Etc.) 
        Dept./Div. (If Contractor List Company Name) 



/






        Work Location:


                                                     

                                                              (STREET)                                                                                   (CITY)                         (ST)                       (ZIP)
       King County Mail Stop:                                                     Work Phone (include area code): _____________________

. 


SECTION 3-BUILDING ACCESS REQUIREMENTS & LOST ID/ORCA CARDS WAIT REQUIRMENTS
·   All King County Building access requires an E-mail be sent to the DES/FMD ID Access Office from authorized access

Grantor’s before building access can be granted to an Employee, Intern or Contractor.
·   If an Employee/Intern loses the King County Orca/ID Card  they can get there card replaced the same day there is no longer
72 hours wait period the fee is $25.00 exact change or check the employee can also choose payroll deduction.

           SECTION 4- EMPLOYEE, INTERN OR CONTRACTOR  CARD USAGE AGREEMENT & SIGNATURE
        I, the undersigned, understand that my card is not to be loaned to anyone.  I will report its loss immediately to FMD, Security/ID/Access & agree

        to relinquish my card when I transfer or leave King County. I understand that the Employee ID/Bus Pass is intended for employee use only, and

        is not transferable. If I am unable to return my bus pass on or before my last day of employment, I authorize the County to deduct the $25.00 

        Replacement fee for terminated employees from my last paycheck, I also understand that should I lose my Orca card I must call during 

        Business Hours 8:00 A.M. till 4:00 P.M. Monday thru Friday, if it is after business hours I would need to send ID Access and email or call on the             
        next business day.

                                            CARD RECEIVED BY:  ___________________________________________    ________________
                                                                                         Card Recipients signature                                                                                       Date 
     

                                                                                                         FOR FMD USE                                                                                                      
         Processed Date                                                                                    

 Proximity  #______________   ______________  _______________ ID Only_________________(Initials)

                                              
ORCA ID#_______________________________________ Bus Pass______________(Initials) 

 Courthouse, Administration Building

(Use the information below to determine if you need a keycard.)
   A keycard provides after hours access to the Courthouse, Administration Building & the pedestrians doors to Parking Garage  

     after hours, the Courthouse may be accessed via the Courthouse/Administration Bldg. Tunnel or by ringing  the 3RD Ave. 

           entrance Night bell and signing in at the security desk (a King County ID is all that is required to enter the 3RD Ave. entrance 

           after hours).  The Administration Building has keycard readers at various entry points. For direct access to the

Administration Building after hours, a keycard is required, after hour issues can be referred to Security at: 296-5000

Please contact FMD, Building Services Security/ID/Access Section at 296-0104 during business hours for questions 

Regarding the King County Courthouse, Administration Bldg, Chinook Building or Yesler Building or other Access controlled

Building Controlled by DES/FMD Building Services/ID Access/Security.

Courthouse Open:  Weekdays- 6:30 A.M.-10:00 P.M.                 Administration:  Weekdays- 6:45 A.M.- 5:00 P.M.

                                                                Saturdays - 8:30 A.M.-5:00 P.M.                   Building Open:  Saturdays-Closed*

                                                                Sundays & Holidays-Closed                                                    Sundays & Holidays-Closed*

      *The Administration Building can be accessed via the 3RD  Ave. Entrance of the Courthouse during open hours for  the Courthouse.

Regional Justice Center

            A keycard provides after hours access to the Regional Justice Center.  After hours access to the RJC-Courts Building is 

           Controlled by a card reader located at the west breezeway entrance.  A Security officer can be summoned to provide access

           for the secure areas of the building by using the intercom located at the east security screen exit door in the rotunda.

           If you need keycard access to the Regional Justice Center in addition to Courthouse, Administration Building or King County 

           Parking Garage access, please contact the ID Access Office at 477-9462 and they will request the appropriate access grantor

r          of record to send an E-mail to approve the requested access.
           Facilities Security at: 205-8800.

           Please contact F.M.D., ID Access Office at 477-9462 if you have access questions regarding the Access Authorizer’s for the
           Regional Justice Center.

                          Regional Justice Center Courts Building Open:   Weekdays -6:00 AM-6:00 PM

                                                                                                       Saturdays - 8:00 AM-4:00 PM

                                                                                                       Sundays & Holidays-Closed**

                   **Except for Monday Holiday District Court Calendars  
