Key Authorization Form

All building and room keys are acquired at the physical plant office.

1. Get the form from the physical plant office and acquire the signature of the person authorizing the key
request.

2. The person authorizing the key should designate the ID number and the name of the person getting
the key as well as the building and room on the form. Key number authorization is at the discretion of
the Physical Plant Department.

3. Pick up key(s) at the physical plant office.

4. At termination of employment, return key(s) to the physical plant office.
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