
 
KEY REQUEST 

 
 
 
 
DATE:________________________ 
 
REQUESTOR’S  NAME:______________________________________________________________________ 
(please print clearly) 
CONTACT 
INFORMATION:______________________________________________________________________________ 
 
PLEASE DESCRIBE WHAT THE KEY IS FOR:_____________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
(room number and address of building; cabinet, closet, door, etc.) 
 
WHY DO YOU NEED THIS KEY:____________________________________________________________ 
_________________________________________________________________________________________________ 
NUMBER OF KEYS 
REQUESTED:_________________________________________________________________________________ 
 
WHO ELSE HAS A KEY FOR THIS LOCATION:____________________________________________ 
_________________________________________________________________________________________________ 
 
IS THIS A REPLACEMENT KEY?   YES_____NO_____WHAT HAPPENED TO THE KEY 
BEING REPLACED?  IF LOST, HOW WAS IT LOST?______________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
_________________________________________________________________________________________________ 
 
 
I UNDERSTAND THAT I AM RESPONSIBLE FOR COSTS ASSOCIATED WITH THE 
LOSS OF THIS KEY.  COSTS CAN INCLUDE HAVING ANOTHER KEY MADE OR 
HAVING THE LOCK CHANGED TO INSURE SECURITY FOR THE LOCATION. 
 
___________________________________________________________________             _____________________ 
REQUESTOR’S  SIGNATURE                                                                                           DATE 
 
_____________________________________________      __________________              _____________________ 
DEPARTMENT DIRECTOR APPROVAL    DEPT. CODE                           DATE  
 
__________________________________________________________________               _____________________ 
EXECUTIVE APPROVAL                         DATE 
 
WHEN YOU NO LONGER NEED THIS KEY, IT MUST BE TURNED IN TO THE 
SECURITY OFFICE AT 180 NEW MONTGOMERY STREET. 


