BRIGHTON AND HOVE COUNCIL
APPLICATION FOR IDENTITY CARDS

PLEASE COMPLETE THIS FORM AND ENSURE IT IS SIGNED AND BUDGET CODE COMPLETED 
Identity cards and requests for new photos will be carried out at pre-arranged times by the Premises Section, Building Services, Finance & Property, 2nd Floor, Brighton Town Hall on 291475. 

If you require a replacement card  and do not need to have another photo taken, then please send the completed form to us and a replacement card will be issued. 

For first applications please bring this form with you, to enable you access through security. 

Full Name………Claire Mitchell………………………………………Extension No. …1306……..
Job Title……LEP Project Manager
Section: 
Department: HR Department
Location Address: 4th Floor, Kings House
Swipe pass required – YES 

Expiry date required (if to be less than two years) 8th July 2008
please tick appropriate boxes

Reason for issue:
First Application





  




          



…………………………………………………………………….






Loss or theft of cards must be reported to the Premises Section, Property & Design, Finance & Property, on extensions 1470 or 1475
Reported to:……………………………Reported by:………………………...Date:…………………………

Under the Council’s Employee Rights & Responsibilities Section C: Council’s Rules & Information, all staff are required to carry their identity card at all times when carrying out official duites.

 The loaning of passes to an unauthorised person is a disciplinary offence.
Card Holders Signature:………………………………………………………….  Date:……………………...

Authorising Officer’s signature:……………………………………………………Date:……………………...

Authorising Officer’s name – Please Print:……………………………………………………………………...

I authorise you to charge my budget code : ………………………/DD035
Please note that passes cannot be issued without a budget code being supplied.

_____________________________________________________________________________

To be completed by ID Operator

Issued by………………………………………………………..…………………...Date……………………
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