Request for Keys / Access Cards

Facilities & Services Group
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Order # (F&SG Use ):19/01/2010 - 

	Please supply:


 _____  key/s
	Key Number :


_______

	
	

	Key Profile:
_____________  
	
	Key System Number:

_______
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	Key Type:

Lockwood  /  Abloy
	
	 

	
	


NOTE: Key Number; Key Profile; System Number MAY be on ONE or BOTH sides of the key)
Key Holder/s:













Email/s: ________________________________________________________________________
Bldg: 
           Room: 

        Campus: 



Internal Mail Number: 



Contact Name
  
  
 





 Ext. Number
  
 
Finance 1 Code (First 11 digits):


 / 

 / 

 / 8230
Reason for Request:
Damaged/ Lost/ Stolen -  Damaged key/s MUST be returned to Operations Department (H15 or P15 or  C15)   

                            with this Request Form - Security MUST be notified if keys are lost or stolen.

Other: 











	This form can ONLY be signed by the approved signatory nominated by the relevant Dean / Head of School / Head of Department

	Note: Keyholder is required to collect key’s personally, and keys will only be issued on presentation of staff ID card or a photo ID.



	    Name:  _______________________________
	Signature:  ______________________

	                                                             (Please print)
	

	    Department: ____________________________        Date:         ______________________

                                                            (Please print)

	      Mail completed ORIGINAL  form to: Facilities and Services Group, H15 or P15 or C15


	F & S G  Staff use ONLY

	Date Ordered / emailed:
	Date Key/s Received:
	Date key/s Issued:

	_____ / _____ / 20____
	_____ / _____ / 20____
	_____ / _____ / 20____

	Cost Recovery:  No Yes 
	Inc/Exp Journal Claimed Month ______                                                                            

	
	(Please tick)
	

	Name:    ______________                               

 Position: ______________________                         Signature__________________________ 
      


	Key Pick-up - Name
	            Signature
	Date
	Phone Ext/Num

	
	
	
	


Key Issue #/s        F&SG Use Only











Req 4 Key_Lock 21Jul 05.doc


2
Req 4 Key_Lock 21Jul 05.doc - Revised on January 19, 2010 by E Bertoldi - Facility and Services Group


_1072156406.doc
[image: image1.png]SWINBURNE
UNIVERSITY OF
TECHNOLOGY








