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	BM staff initials
	
	

	Allocated card number
	
	

	Assigned door group
	
	

	[bookmark: _GoBack]CGD ACCESS REQUEST FORM

	 
	NATURE OF REQUEST – PLEASE TICK BELOW

	Personnel completing form
	New staff
	Lost card*
	Access change
	Faulty card

	Name:
	
	
	
	

	Contact number:
	
	
	
	

	*Excessive lost cards will incur a replacement fee

	APPLICANT DETAILS – PLEASE SPECIFY BELOW

	Date of application
(Please allow 5 working days for processing)
	

	First name
	

	Surname
	

	Department
	

	Date staff member will commence
	

	

	
	APPLICANT WORKING HOURS – PLEASE SPECIFY BELOW

	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	Start time
	
	
	
	
	
	
	

	Finish time
	
	
	
	
	
	
	

	

	REQUIRED LOCATIONS – PLEASE TICK BELOW

	Dandenong Civic Centre
	
	Cooinda Centre
	

	Operations Centre*
	
	Community Care
	

	Keysborough CSC
	
	Mackay Street Centre
	

	Springvale CSC
	
	Tatterson Pavilion
	

	Springvale Library
	
	SMRC (39 Clow St)
	

	Springvale Neighbourhood House
	
	Y-Stop Centre (39A Clow St)
	

	Springvale Town Hall
	
	Paddy O’Donoghue Centre
	

	NOTES – PLEASE SPECIFY ANY OTHER REQUIRED ACCESS DETAILS BELOW

	

	*Subject to Operations Centre management approval

	THOMAS STREET CARPARK – PLEASE TICK BELOW

	Permit holder access*
	
	Basement access
	

	*Permit form will need to be completed and approved through Regulatory Services

	MANAGER AUTHORISING APPLICATION
By signing this form you are authorising the applicant to be granted access as detailed above


	Name: ____________________________________
	Date: _____________________________________


	Signature: _________________________________
	Emergency request:   Yes □   No □
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