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Badge Request Form




	Reason for Request (Check box)
	Request Date

	☐ New Badge Request
(Complete Sections 1 & 2)
	☐ Badge Replacement	
(Complete Section 1)
	Click here to enter a date.

	☐ Information Update
(Complete Sections 1 & 3)
	☐ Additional Access
(Complete Sections 1 & 4)
	



	Section 1
	Team Member Information

	
	First and Last Name: 
(as you would like it to display on your badge)
	Click here to enter text.

	
	Employee ID (if Team Member):
	Click here to enter text.

	
	Title:
	Click here to enter text.

	
	Department:
	Click here to enter text.

	
	Company (if Vendor):
	Click here to enter text.

	
	Floor:
	



	Section 2
	New Badge Request

	
	New Team Member Start Date:
	Click here to enter a date.

	
	HR Representative:
	Click here to enter text.

	
	Place form in the Risk Management mailbox in the mailroom after picture is taken.



	Section 3
	Information Update

	
	Badge Number:
	Click here to enter text.

	
	Previous Information
	New Information

	
	Old Name:
	Click here to enter text.
	New Name:
	Click here to enter text.

	
	Old Title:
	Click here to enter text.
	New Title:
	Click here to enter text.

	
	Old Department:
	Click here to enter text.
	New Department:
	Click here to enter text.

	
	Old Floor:
	Click here to enter text.
	New Floor:
	Click here to enter text.



	Section 4
	Additional Access

	
	Requested Locations/Room #:
	Click here to enter text.
	
	Justification for Access:
	Click here to enter text.
	
	VP Name:
	Click here to enter text.
	
	VP Signature:
(or VP can email form to List-Risk Management)



Sprouts team member must submit form by emailing to Dept-BPS-LossPrevention@sprouts.com or put in the BPS Mailbox in the mailroom.
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