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KEY REQUEST FORM
All information must be completed before issuance of key(s).

Name      

Department            
Ext. #       
           Building                 Reason for Request      
Check appropriate blanks:    FORMCHECKBOX 
 Faculty      FORMCHECKBOX 
 Staff      FORMCHECKBOX 
 Student Employee    FORMCHECKBOX 
 Graduate Asst.  

  FORMCHECKBOX 
 New Employee         Start Date      FORMCHECKBOX 
  Current Employee      
	Please complete the appropriate key information 

	KEY NUMBER
	SUPERVISOR’S

INITIALS
	LOCATION (Room number and building)

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     


Approval: _______________________________________

 ____________________

                      Department Head/Director Signature (Only)


                  Date


If key is issued prior to start date the following must be completed:

Reason Key is requested prior to start date:      
Approval of Human Resources – All appropriate paper work completed:  __________________________  _____________                           









                      Signature                               Date

Approval of Appropriate Vice President to issue key prior to start date:
__________________________   _____________









                       Signature

        Date
Rules and Regulations


Please Read – Each key holder is responsible for the following:

1. Issuance of key(s) requires authorization, by signature, of an administrative official in the chain of command (department head
       or higher), and supervisor’s initials on this form.  No stamp or signing for supervisor will be accepted.

2. Requester must present this form, with appropriate approval, to the Purchasing Office to secure key(s).

3. Requester, personally, must sign for each key(s) requested.

4. Requester is allowed only one key for each area.

5. Lending key(s) is prohibited.

6. Loss of key(s) must be reported to the Purchasing office immediately.  A nonrefundable $15 assessment for non-master keys and $25 for master/submaster keys will be charged for each lost or unreturned key(s).  Only one duplicate key will be issued.  If also lost, the privilege for that key will be discontinued.

7. At termination of employment or change of location on campus, etc., all key(s) must be returned, by individual responsible for assigned key(s), to the Purchasing Office.
8. If issued keys are not returned, the University has the authority to bill your University Account for charges associated with keys that are not returned to the Purchasing Department.
__________________________________________________

             Date: __________________________

Employee (Key Holder) Signature
By signing this key request form, the Employee (Key Holder) Agrees with the Rules and Regulations stated on the form                   Rev. 11/2021
  Purchasing Office


      104 Elkins Hall











