REQUESTS FOR KEYS - CAMPUS POLICE OFFICE

Please note: Campus Police provides keys to rooms only. Cabinet and desk keys must be requested from Facilities.

A separate request form is required for each individual requesting keys.
Requestor:_______________________________________Date:___________________

Department:______________________________________Extension:______________

Room No.:_____________________  Key No.:_______________________








(please provide key number if known)
Description/Details:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

Signed:_______________________________________________________________________

                                    Requestor                                        Requested Date of Completion

APPROVAL:

Signed:__________________________________________Date:___________________

                           Division Chair/Director/Dean

Signed:__________________________________________Date:___________________

                           Dean of Administration

__________________________________________________________________________________________

******************************************************************************************
-For Campus Police Office Use Only-

Date Rec’d in the Campus Police Office:_____________________________________

Date Key Request Sent To Facilities:_________________________________________

Date Key Request Completed:______________________________________________

Key Picked Up By:________________________________________________________

