STONEHILL

COLLEGE

Facilities Management Key Request Form


Keys(s) Requested:
Enter key code(s) seperated by commas
Access to:

Enter area(s) access is needed





Reason:


Define need for access
Requested by:

Doe, John
Name of Person with 

Signature Authority:
Smith, John
Signature:

____________________________________
Issuance Agreement

I acknowledge receipt of the above listed key(s) and agree to adhere to the Stonehill College key control policies.  

a. Key(s) remain the permanent property of Stonehill College

b. All lost and/or missing keys shall be reported immediately to the Lock Shop.

c. Individuals may not loan keys to anyone.

d. Only a Stonehill College Locksmith may duplicate a Stonehill College key.

e. No employee shall allow access to any person unless they are certain the individual is authorized to be in the building/room/area.

f. Upon termination/separation of employment or when a change in space assignment occurs, all key(s) must be returned to the Lock Shop. A fee of $25.00 will be charged for each unreturned key plus $35.00 for each core the lost key operates.

g. During periods of extended leave or leave of absence from the College, key(s) must be returned to the individual’s Department Head or the Lock shop.

Date: 



June 6, 2008 FORMTEXT 

May 17, 2007
   
Key Issued To:


Doe, Jane
Signature of Recipient of Key(s): ___________________________
FACILITIES MANAGEMENT USE ONLY

Key Ring #:


Facilities Management Use Only
Request #:
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Locksmith:
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OFFICE OF FACILITIES MANAGEMENT

320 WASHINGTON STREET EASTON, MA 02357

TEL: 508-565-1361     FAX: 508-565-1498

