Contractor/Consultant

Contractor/Consultant badge

attempts to retrieve badge.

4

Contractor/Consultant goes
to Badge Office for

Y

is lost, stolen, or forgotten.

replacement badge.

First Occurrence®

A
SBR receives
memo from
Workbox
application.

SBR contacts individual
and contracting
company; explains
importance of
safeguarding access
credentials.

Second Occurrence

SBR receives
memo from
Workbox
application.

!

*.

4
Senior Manager receives
prompts from Workbox
application.

4

SBR documents conversation
in “Comments” section of
workbox application.

SBR contacts individual
and contracting
company; explains
importance of
safeguarding access
credentials.

Senior Manager decides whether
to invoke primary option of not
issuing replacement badge for 3
working days.

May approve deviation to
minimize mission impact.

4

Third Occurrence®

A

SBR receives memo from
Workbox application.

4

SBR contacts individual and

contracting company; explains

importance of safeguarding
access credentials.

Senior
Manager
receives memo
from Workbox
application.

SBR obtains written
evidence of
conversation (email)
and forwards to Senior

Manager.

KEY

Sandia Badge Requestor
(SBR)

SBR'’s Senior Manager

SBR’s Director

Within 5 business days of occurrence,
provides written evidence to Badge
Office supervisor/Manager via

“Comment” field of Workbox application.

|

SBR obtains written
evidence of

conversation (email)
and forwards to

Director.

*Within 365 calendar days of last occurrence

Badge

inactivated.

Written evidence not
received within 5
business days

4

Director receives
prompts from
Workbox application.

Director decides whether
to invoke primary option
of not issuing replacement
badge for 7 working days.

May approve deviation to
minimize mission impact.

Within 5 business days of
occurrence, provides
written evidence to Badge

"| Office supervisor/Manager

via “Comment” field of
Workbox application.

Written evidence not
received within 5

business days

Badge

inactivated.
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