	KEY REQUEST


Once this form is completed, please submit a work order and attach it.
You will be contacted when your keys are ready. 

Keys can be picked up between 8:00 a.m. – 4:00 p.m.

	DATE:
	

	
	


	FROM:
	
	Campus Extension:
	

	
	
	
	


	Building  - Location of lock(s)
	Doors

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	ID # and name of person(s) to whom keys are to be issued:
	
	

	
	
	

	
	
	

	
	
	


Printed/Typed Department Head approval’s name: 

Approved by:                                                                                                                 Date:   
                                       Chairperson (or) Director

Please allow 3 working days from the date the request is received by 

Facilities Services for processing keys.

NAME





ID No.








