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Step 2:

Step 3:

Step 4:

OTHER- FM Team -  CARD ACCESS
Form/Hyperlink

Request from Director/Dean/VP N/ANew Employee                       Vendor Access (PRN)                                                                                                          
Change locations/building                                                                                      
Employment status change    PM Access to Building

Make changes for employee to building card access Card Access Admin Process completed

Who

Complete FM-HR Employee Update form Employee, Admin, Director; all can complete form                                  
MUST get Director's signature

Activity

FM-HR Employee Update form (attached for revisions)

Send form to Building Card Access Admin Card Access Admin FM-HR Employee Update form (attached for revisions)

FM - HR Employee 
Update Form 

(needs 

FM - HR Employee 
Update Form 

(needs 




