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	INFORMATION AND COMMUNICATION SERVICES DIVISION

REQUEST TO ENTER ICS DIVISION

	This form is used to request entry access into the Kalanimoku Building on weekends, on holidays, or after normal working hours.  It is also used to request access to ICSD Production Services Branch during normal working hours.  

The form should be email to icsd.psb.poss@hawaii.gov 
1. A request to enter after normal working hours (1800 hours) must be submitted to the Production Services Branch, Production Management Section Supervisor or designee no later than 1530 hours on the day of the entry.   Notification of approval/disapproval will be made by telephone.

2. A request to enter for weekends or holidays must be submitted to the Production Services Branch, Production Management Section Supervisor or designee at least 72 hours before the date of entry.  Notification of approval or disapproval will be made by telephone.



	1.  Today’s Date
	2.  Dates of Entry
	3.  Time of Entry (military time)

	     
	From      
	To      
	From
	 FORMDROPDOWN 
: FORMDROPDOWN 

	Hours       
	To
	 FORMDROPDOWN 
: FORMDROPDOWN 
 
	Hours

	4.  Name (Last, First) of Person Requesting Entry
	5.  Dept / Division / Company

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	6.  Reason for Entry

     

	7.  Requesting Access to Areas 
	 FORMCHECKBOX 
    Assistance Center
                 FORMCHECKBOX 
    Computer     
      FORMCHECKBOX 
    Systems         

 FORMCHECKBOX 
    Administration
                 FORMCHECKBOX 
    Control
                   FORMCHECKBOX 
    Other       

	8. Supervisory Authorization

            Name:        
	Phone:       

	       Signature:         
	Date:          

	FOR PRODUCTION SERVICES USE ONLY

	9. ICSD/PSB Comments

     

	10.  Request to Enter Action

	 FORMCHECKBOX 
 APPROVED    FORMCHECKBOX 
 DISAPPROVED

  BY:        
	                                                                                           
	              
	     
	

	
	Signature
	
	Date
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