[Company Logo]   [Company Name]
ACCESS CARD ACKNOWLEDGEMENT
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation:
	[Designation]

	Department:
	[Department]

	Access Card No.:
	[Card Number]

	Issue Date:
	[Date]



Access Granted
	Zone / Area
	Access Hours
	Approved By

	[Main Entrance / Floor]
	[24x7 / Shift Hours]
	[Admin Head]

	[Department Area]
	[Hours]
	[Reporting Manager]

	[Restricted Area, e.g. Server Room]
	[Hours]
	[IT Head]



Rules of Use
1. I will swipe my own card each time I enter or leave a controlled area.
1. I will not allow anyone to tailgate through a door I have opened.
1. I will not lend my card or use another person’s card.
1. I will not prop open secure doors.
1. I will report a lost card immediately to [Security / Admin Contact] so that it can be deactivated.
1. I understand that swipe records are logged and may be used for security, safety and [attendance] purposes.
I understand the card will be deactivated on my last working day and must be returned during exit clearance.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Security / Admin
[Name]
Date: [Date]
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