	ICSD-164 REQUEST TO ENTER ICS DIVISION

Instructions


A. When Used

This form is used by State and non-State personnel who need to request entry access into the ICSD facilities in the basement of the Kalanimoku Building during or after normal working hours, on weekends, or on holidays.

B. General

The form is designed to be completed online, downloaded, and then sent as an email attachment to DAGS ICSD PSB, Scheduling and Control Section, Kalanimoku B-30.  The preferable method is to use email, although interoffice mail will be accepted.  If emailed, it must be from an email account that is clearly recognizable as belonging to the Supervisory Authorization person identified in Item #8.  To facilitate processing by ICSD, the subject line of the email should contain the words: Request to Enter.  The address to send the email to is: icsd.psb.poss@hawaii.gov.
The form uses a 24-hour clock. Note that both 00:00 hours and 24:00 hours refer to midnight.  See Item #3, below. 

The requested entry dates must not extend beyond the calendar month. 

A request to enter after normal working hours (1800 hours) must be emailed no later than 1530 hours on the day of the entry. 

A request to enter for weekends and holidays must be emailed at least 72 hours before the date of entry. 

Notification of approval or disapproval of the request will be made by telephone with a follow-up email.

1. Today’s Date.  This field is automatically completed and contains the current date. Format = m/d/yyyy.  

2. Date of Entry.  The date that access is to start is the From date.  The date that the access is to end is the To date.  Format = m/d/yyyy.

3. Time of Entry.  Select the time from the dropdown menu.  The time is in military format.  i.e. noon = 12:00; 1:00pm is 13:00, etc.  The FROM time is the time that entry access is to begin.  If this is midnight, select 00.00.  The TO time is the time that entry access is to end.  If this is midnight, select 24:00. 

4. Name of Person Requesting Entry.  The name of the person to be given access.  The format for the names is:  Last, First.

5. Dept / Division / Company.  The name of the department and division of State employees or the name of the company of non-State employees.

6. Reason for entry.  The reasons that necessitate entry access. 

7. Access to Areas.  Check all areas for which access is being requested.  If "Other" is checked, enter the description or name of the area.

8. Supervisory Authorization.   Reserved for the name, phone number, and date submitted by the manager or supervisor who authorizes the access.  The Signature is not required if the from is sent by email.  For access for ICSD employee or contractors, this is the Section Chief responsible for the person to be given access, or the ICSD Branch manager or Project Coordinator.  For agency personnel, this is the ICSD Liaison.

9. ICSD Comments.  Reserved for comments by ICSD Production Services Branch.


10. Request to Enter Action.  The Production Services Branch manager or his designee approves or disapproves the request, dates the form, then emails the form to the person identified in item #8.   The form will only be signed and returned to the requestor by interoffice mail if it is received in that manner.
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