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DSW ID CARD REPLACEMENT REQUEST
Date:       
Employee Name:      



DSW ID # or Social Security Number:        


Appointment Type:      
Dept (3-character code):    
Type of card:  FORMCHECKBOX 
 Regular    FORMCHECKBOX 
 SmartCard (For buildings that require SmartCards for access ONLY)

Does the employee have a photo in PeopleSoft?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 *No

* If employee photo is not available in PeopleSoft, please send employee along with a completed request form and a valid government issued picture ID to One South Van Ness, 4th Floor between the hours of 9am – 4pm any business day EXCEPT Tuesdays. Walk-ins without advance notification by the Appointing Officer/Designee via email to DHR-DSWIDC@sfgov.org may result in delays.
Reason for request:

 FORMCHECKBOX 

Department Change (no charge)

 FORMCHECKBOX 

Legal Name Change (no charge)

---------------------------------------------------------------------------------------------------------------------------------
 FORMCHECKBOX 

Lost / Damaged 
 FORMCHECKBOX 

Other - Please state reason:      
DHR will not charge for initial issues and any HR action that result in a change in department.
Accounting Contact:      
Phone and Email:      


Index Code:      
Subobject:      
Appointing Officer / Designee Approval (Please email this form to DHR-DSWIDC@sfgov.org)
Name and Title:      




Phone:      




Email:      
DHR will process this replacement request when all necessary information has been verified. If this request form is not fully completed or not sent by the Appointing Officer/Designee, the DSW ID card will not be processed. Only the Appointing Officer/Designee is authorized to make requests for card replacement. Please do not instruct employees to make the request. The Appointing Officer/Designee will be contacted via email when the DSW ID is ready for pick-up. 
Should you have any questions, please email DHR-DSWIDC@sfgov.org.
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