Please print this form, sign, and mail or deliver to Library HR at 110 Doe Library**

Please print this form and mail or deliver to LBS at 110 Doe Library**

Application for Library Electronic Access with UCB Cal ID Card Activation
	Applicant Information:

	(1) Name:       
	(6) Department:       

	(2) Email:       
	(7) Work Location:       

	(3) Phone:      
	(8) Group of 5 or 6 digit numbers on back of ID card preceding or following the 10 digit series: 

     

	(4) Employee ID #:       
	

	(5) Employee type (check one)**
Library:   Academic     Staff      Student

History of Art or Classics Dept.:   Staff Faculty    
	


	(9) Describe the locations to which access is required, including the type of access needed (e.g. hours). If off-hours access is requested, please provide justification. 





In order to receive and retain access with your Cal ID card, you must be willing to abide by the following agreement and sign:
"I understand and agree that electronic access through my Cal ID card which will be issued upon approval of this application, remains the property of the Library of the University of California, Berkeley and
· My access will be deactivated at the request of The Library or upon separation from Library employment;
· I must report the loss or theft of my Cal ID card immediately to my supervisor and email LHRD at  keys@lists.berkeley.edu;
· The electronic access is issued for my exclusive use and may not be duplicated, loaned or used to allow another person to enter a Library building.
I also understand and agree that my full cooperation will be expected during any investigation concerning any security matter which might have occurred in the Library during a time in which my presence in the building has been recorded by the computer.  Abuse of the access and/or non-compliance with these agreements will result in denial of out-of-hours access privileges and could result in disciplinary action depending upon the circumstances.”
	Signatures:

	Employee/Student:  
	Date:      
     

	Department Head:     
	Date:     
     

	History of Art or Classics Department Chair**
Access Authorization:
	Date:     


	**Note: If you are a History of Art or Classics faculty or staff member, you must obtain the signature of Sheehan Grant, Chief Operations Manager for Arts and Humanities Division (AHIAS) and your Department Chair for access.
You must have all three above signatures to receive activation of your Cal ID card.
Submit this completed form to Sheehan Grant (4-9826) or via email as attached/signed PDF: sheehangrant@berkeley.edu. The process may take 2-4 business days from request.


