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Click “Facilities Planning & Construction”
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Click “Key Request Form”
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Complete “Initiator” and “Vice President” sections.
NOTE: the VP section may contain a Chair OR an authorized person designated by VP.

Click “Begin Signing”.
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Click “Continue” at top in yellow box.
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Complete all sections in RED, and any others if applicable.

The person named in the VP/Chair signature line will receive an email asking them to
sign; once complete, you will receive an email. The form will automatically be sent to
Facilities.

Facilities will notify the person acquiring keys via email when the keys are ready for
pick-up; they must come in person to Facilities to sign for the keys.



