	                                                                                                                                                                        Administrative Policy 11.20
MISSOURI DEPARTMENT OF HEALTH AND SENIOR SERVICES                                                                                       Attachment A
IDENTIFICATION BADGE REPLACEMENT REQUEST



	EMPLOYEE’S NAME:

     
	WORK ADDRESS


	EMPLOYEE’S DIVISION/CENTER:

     

	BUREAU/OFFICE/UNIT:

     

	REASON FOR REPLACEMENT

 FORMCHECKBOX 
 Broken      FORMCHECKBOX 
 Lost      FORMCHECKBOX 
 Requesting New Photo      FORMCHECKBOX 
 Name Change (no fee)
 FORMCHECKBOX 
 Other (specify)      

	This is an official request to obtain a replacement Department of Health and Senior Services identification badge.  I understand that I will be assessed a nominal fee, as outlined in the DHSS Administrative Manual (Section 11.20), for the replacement of a previously issued identification badge.

	EMPLOYEE’S SIGNATURE

X
	DATE



	SUPERVISOR’S SIGNATURE

X
	DATE



	FEE RECEIPTS AUTHORIZED SIGNATURE

X
	DATE

	

	INSTRUCTIONS:

To ensure receipts related to the issuance of replacement DHSS identification badges are properly collected, the following procedures should be followed when an individual needs to replace a missing ID Badge:

1. Complete the DHSS Identification Badge Replacement Request.  The employee must sign the form and have his/her supervisor sign the form.

2. If employee’s work location is Jefferson City:  Present or mail the DHSS Identification Badge Replacement Request to the Fee Receipts Unit in the Bureau of Financial Services along with the $4.00 replacement fee.  Payment may be in cash or check made out to the Department of Health and Senior Services.  The employees must have exact change when paying by cash.

If an employee is unable to come to Jefferson City:  Mail the DHSS Identification Badge Replacement Request to the Fee Receipts Unit at P.O. Box 570, Jefferson City, MO 65102, along with the $4.00 replacement fee.  Payment should be made by check only, payable to the Department of Health and Senior Services.

3. The Fee Receipts Unit will process, sign, and date the form, retain a copy, and send a copy to the Bureau of General Services (BGS). If you are in Jefferson City, the Fee Receipts Unit will give you a copy to take to BGS.
4. New photos will be needed and should be emailed to the DHSS.IDBADGEREQUEST folder, in a JPEG format. Photos should be clearly marked with the person’s name and location. BGS will contact the employee when the badge is ready to be picked up (or mail the badge to employees not in Jefferson City).
5. Damaged badges must be returned to BGS when a new badge is issued.  If a lost badge is found after it has been re-issued, the older badge must be returned to BGS at 920 Wildwood or mailed to BGS at PO Box 570 Jefferson City MO 65102.
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