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                    KEY ISSUANCE FORM     File: 
THIS FORM MUST BE SIGNED BY ALL EMPLOYEES AND STUDENTS ISSUED UNIVERSITY KEYS

	NAME
	                                      
	Dept
	
	STATUS (Circle one)

	(Print)  
	Last
	First
	
	FACULTY
	
	STAFF

	E-MAIL ADDRESS
	
	LECTURER
	
	GRADUATE

	HOME ADDRESS
	
	RESEARCHER
	
	OTHER

	HOME PHONE
	
	OFFICE PHONE
	
	
	
	

	EMPLOYEE NUMBER
	
	STUDENT ID NUMBER
	

	The above named person is authorized to have keys to the rooms/buildings listed below.

	

	
	
	

	Supervisor 
	Approval for Issue

	
	
	
	
	
	
	
	

	BLDG.
	ROOM #
	SERIAL #
	KEY #
	HOOK #
	ISSUE DATE
	RETURN DATE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


AGREEMENT
It is understood and agreed that:

(1)
I am responsible for the university key(s) issued to me and I will report its loss/theft immediately.  I agree to reimburse the University for the cost necessary to replace a key ($10/key and $25/keycard) or to change locks (not to exceed $275.00 per lock) in the event the loss of key jeopardizes the security of the university spaces.

(2)
The key(s) issued to me may not be reproduced except by the University of California, Irvine.

(3)
The key is to be returned immediately to the Deans Office Administration, Room 4100, Humanities Gateway on termination of my employment or my withdrawal from school.

SIGNATURE:

I understand the above agreement and take responsibility for the above listed key(s).






Signed  ________________________________________Date___________

4/7/2016
 Key Issuance Form




