Key Distribution Form

This form is for requesting that a key be issued to an employee.

Dept_____________________
Phone #________________
Date_____________
Please issue________________________________ a key(s) for the following location(s):

Building Name: _______________________ Room number(s): _____________________

Number of keys requested for each room number: ______________

This key is being requested because this employee needs access to this location for the following reason(s):

Replacement key, please explain: __________________________________________

( Office location


( Class use


( Lab use

( Storage location


( Their area of responsibility


My signature indicates approval of the issuance of this key(s) and my belief that entry upon request to the Campus Safety Office would not be feasible.  I understand that it is my responsibility to retrieve the key(s) and return it to the Personnel Office upon the termination of this employee.

Authorizing Signature: _______________________________________________________






Department Head
Authorizing Signature: _______________________________________________________






Division Chair/Supervisor
Authorizing Signature (Community Campus, if needed):
________________________​​​​​​​​________








                (Operations Manager or Director)
Key #(s): ___________________________________
Issued on: ___________________________











Date
Issuer’s signature: ____________________________

     ___________________________
I understand that this key(s) is being issued to me for use in my current employment capacity.  If my employment should change such that this key is no longer needed, it is my responsibility to return the key(s) to the Personnel Office.  I further understand that if this key is used for reasons other than for which it has been issued, I will be subject to disciplinary action up to and including termination.

Employee Acceptance: ___________________________________ Date: ________________________

Complete this form and return to the Key Distribution Officer in the Campus Safety Department.  The Key Distribution Officer will have the employee sign for key acceptance when the key(s) is issued.

