
Faculty/Staff Key Request
Fill in the requested information, print and obtain authorized approving official’s signature. Bring the signed form and your ID Card to

Facilities Management. Facilities Management is open Monday thru Friday 7:00 am – 3:30 am.

Requester Name

Employee ID

Department

Key Holder Signature

Key(s) Requested

Building Room# Type of Key Expiration
Date

Until
Separation

Initial after key is
received

Requester has read and agreed to the C. College key policy and procedure

Email of Approving Official

Name Of Approving Official

Approving Official has read and agreed to the C. College key policy & procedure

Signature of Approving Official Date

Dean/Vice-President has read and agreed to the C. College key policy and procedure.

Signature of Dean/Vice-President Date
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