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Key Request / Faculty 

 FACULTY KEY REQUEST 
(Please complete a separate request for each individual) 

Name of individual requesting key(s):___________________________________

Date Requested:__________________  

    [ OFFICE USE ]

Building Room # or Description [ Cabinet # Hook #  Key I.D.# ] 

_______ __________________ [ _______ ________  ________ ] 

_______ __________________ [ _______ ________  ________ ] 

_______ __________________ [ _______ ________  ________ ] 

_______ __________________ [ _______ ________  ________ ] 

_______ __________________ [ _______ ________  ________ ] 

Instructions:  Please forward this form to your Department Chairperson.  

Approval:________________________________________________

Dept. Chair: Please forward to  
   Dean of Instruction ______________________________ 
     Dept. Chair               Date  

Dean of Instruction: 
 Please forward to  

   Dir. of Physical Plant ______________________________ 
     Dean of Instruction             Date 

     ______________________________ 
     Dir. of Physical Plant             Date 

This signature will be required in order to release the key(s). 
Please do not  sign here until you pick up your key(s). 

Key(s) Received:     ___________________________________________ 
            Responsible Party               Date 


