Central College Key Request Form:

For employee, faculty, staff and student (nonresidential) key requests.
Please fill out the following information and send this form to Facilities Planning & Management, Attn:  Carol Box 6200.  Requested keys should be ready for pickup the following day after 10a.m. at the Facilities Planning and Management office.

Name: ___________________________________________________________________________________________________

Employee: __________
Student: __________Other:____________________

Start Date or date keys are needed: ______________________

I.D. #:________________________________________

Approximately how long will this key be needed?  Term of employment ________ Other (explain) ___________________________
Please list all keys needed:

Key to:  (Please include building, room, area etc.)



Key Code (if known):

_______________________________________________________

_______________________

_______________________________________________________

_______________________

_______________________________________________________

_______________________

_______________________________________________________

_______________________

_______________________________________________________

_______________________

_______________________________________________________

_______________________

_______________________________________________________

_______________________

_______________________________________________________

_____________________

NOTES:

All faculty key requests must be approved by the Vice President Academic Affairs/Dean of Faculty.  All other request must be approved by the Department head.  Sub-masters & higher-level security keys are subject to further approval. Academic and Residential grandmasters must have approval from the President by recommendation from the department VP.
Signature for approval: __________________________________________________
Printed Name:_________________________________________________
Date: ____________________














FP&M use:








