THREE RIVERS COMMUNITY COLLEGE
KEY AND KEYCARD REQUEST FORM

Instructions:

1. All requests for keys and keycards must be submitted and approved by the responsible dean.  Requests for access to computer labs for other than scheduled classes will also require the approval of the Dean or Director of Information Technology.

2. Completed forms should be submitted to the Director of Facilities.  When requested keys are available, they will be returned to the requesting division for issuance.

3. Individuals receiving keys will be expected to sign a receipt and a statement of basic responsibilities regarding key use.

Please place a checkmark in all applicable boxes below:
 FORMCHECKBOX 

New Key Request
 FORMCHECKBOX 

Add a Room on a Keycard


 FORMCHECKBOX 

New Keycard
 FORMCHECKBOX 

Replacement Key or Keycard

     
Individuals to Receive Keys:

Room Number(s) for Keys Requested:
 
Justification / Explanation (if necessary):

 Submitting Division:
     

Approved:
     

Date:
       



To be completed by Facilities Personnel Only:

Date Issued:
   /    /     
Issued by:
     


	PRIORITY

	EMERGENCY
	SECURITY
	NORMAL

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



