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NOTIFICATION OF AFTER HOURS BUILDING ACCESS
Please forward this form to reach the Security Office no later than 14:00 on the day of access or the working day before if access is required on a weekend or a holiday.
The following staff/contractors will be present as indicated below and will contact / report to the Security office upon arrival and departure
1.

Name:
1.  ________________________
ID No.:
___________________





2.  ________________________
ID No.:
___________________





3.  ________________________
ID No.:
___________________

2.

Company:
_________________________________________________________

3. 
Location : 
_________________________________________________________

4.

Day/Date:
_________________________
Time:
_________________________

5.

Reason for visit:
____________________________________________________

6.

Security to unlock?
_______________________________________________
7. Security to relock?
_______________________________________________
8. Authorization:
Name:

____________________________________





Position:

____________________________________






Department:

____________________________________






Signature:

____________________________________

SECURITY CARD ACCESS INTO BUILDINGS:

Bldg no.: 
_________
Floor:

_________
Room:  __________   Other:  ________

Bldg no.: 
_________
Floor:

_________
Room:  __________   Other:  ________

Bldg no.: 
_________
Floor:

_________
Room:  __________   Other:  ________

Bldg no.: 
_________
Floor:

_________
Room:  __________   Other:  ________

