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North Carolina Department of Health and Human Services

Identification (ID) Badge/Proximity Card Request Form
INSTRUCTIONS: After scheduling an appointment with the DHHS Badge Office (DHHS.ID.Badges@dhhs.nc.gov or 919-733-7200) for staff needing an ID badge/proximity card, supervisors are to complete, sign and submit this form to the division/office’s Information Security Official (ISO) for approval. The workforce member is to take the approved form to the badge making appointment and will sign the form upon receipt of his/her badge. If you have any questions about this process, please contact the DIRM ISO, Clinton Morrow, at clinton.morrow@dhhs.nc.gov or (919) 855-3089.
	ID BADGE APPOINTMENT DATE
	

	DIVISION/OFFICE
	

	SECTION
	

	WORK LOCATION BUILDING
	

	WORKFORCE MEMBER’S NAME
	

	WORKFORCE MEMBER’S TYPE
(State, Temporary, Contractor)
	

	WORKFORCE MEMBER’S TITLE
	

	CURRENT  CARD ID NUMBER

(If applicable)
	

	SUPERVISOR NAME
	

	SUPERVISOR SIGNATURE
	

	DIVISION/OFFICE ISO NAME
	

	DIVISION/OFFICE ISO SIGNATURE
	

	OTHER ISO SIGNATURE

(Required if access is being requested to another division/office’s building)
	

	WORKFORCE MEMBER SIGNATURE

(To be signed upon receipt of ID badge)
	

	Directions to the DHHS Printing Operations/Badge Office location (800 Ruggles Drive):

From Western Boulevard/440: Follow Western Boulevard past NC State University toward downtown. Turn right onto Hunt Drive at traffic light across from Central Prison. Turn left onto Umstead Drive at stop sign. Travel over railroad bridge and turn right onto Ruggles Drive. The DHHS Printing Operations unit, which contains the badge office, is located in the last building on the right.

From Lake Wheeler Road: Follow Lake Wheeler Road toward downtown. Pass the Farmers’ Market on the left. Travel over railroad tracks and turn left onto Goode Drive. At stop sign, turn right onto Biggs Drive. Pass large parking lot on right. Turn left onto Ruggles Drive. The badge office is located in the first building on the left.
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