
Employee Identification Badge/ Access Card Replacement Form 
OSB Security Office’s Telephone Number: (225) 219-4799 

Fax the completed and signed form to (225) 219-9309 
 

S P E C I A L  N O T I C E 
It is the responsibility of each employee for the care of his/her ID Badge/Access Card.  A $10.00 fee 
assessment will be charged to the agency for all lost and/or damaged cards. 
 

Access Cardholder Information 

Department:  

Last Name:  

Middle Name:  

First Name:  

La. Driver License No.:  

Telephone (work)    
 

   

X Employee Signature   X Authorized Agency Rep. Signature 
      Tel No.:  

 
PAYMENT METHOD 

 
NON-ISIS AGENCY 
Please attach a cashier check, or money order (cash will not be accepted) in the amount of $10.00 payable 
to “DOA-State Building.”  
 
ISIS AGENCY 
Please provide the following ISIS coding to be used for the processing of an “II” document (Interagency 
Transfer) to charge your agency $10.00 for the replacement card requested above. 
 

         
Agency No.  Organization  Object  Sub. Object  Reporting Cat. No. 

 
  

X Expenditure Authorization Signature Date 
      Tel No.:   

 
NOTE for SIGNATURES “X”: Please do not type. Signature is required. 
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