	The University of Texas at Dallas

Key Request

	Requestor Information

	
Check One:
 FORMCHECKBOX 
 Faculty
 FORMCHECKBOX 
 Staff
 FORMCHECKBOX 
 Student
 FORMCHECKBOX 
 Other / Guest

	
	
	
	
	
	
	
	
	
	
	

	
	Last Name
	
	First Name
	
	UTD ID  (NO SS #)
	
	Phone Number
	
	Date
	

	
	
	
	
	
	
	
	     
	

	
	E-mail address
	
	Department
	
	M/S
	
	Cost Center
	

	Key Information

	

	
	     
	
	     
	
	     
	

	
	Building
	
	Room Number
	
	Special Requirements
	

	
	     
	
	     
	
	     
	

	
	Building
	
	Room Number
	
	Special Requirements
	

	
	     
	
	     
	
	     
	

	
	Building
	
	Room Number
	
	Special Requirements
	

	Approval

	If e-mailing form, route in this order:

1. Person with signature authority for account

2.
fmworkrequest@utdallas.edu
If printing form, get the authorizing signature and either mail the form to FM11 or fax to 2075.

	
	
	
	
	
	
	

	
	Person with Signature Authority 
(Printed Name)
	
Date
	Signature
	
	Date
	

	Approvals required for Building Masters and Grand Masters
Justification must be included on all master key requests.
Justification
     

	
	
	
	
	
	
	

	
	Dean or Vice President

(Printed Name)
	
	Signature
	
	Date
	

	
	Richard Dempsey
	
	
	
	
	

	
	Assoc Vice President for Facilities Mgmt
	
	Signature
	
	Date
	

	
	Dr. Calvin Jamison
	
	
	
	
	

	
	Vice President for Business Affairs
	
	Signature
	
	Date
	

	Issuance Agreement

I acknowledge receipt of the above listed key and agree to adhere to the key control policies and procedures as per the University Rules & Regulations.  

a. Key(s) remain the permanent property of UTD.

b. A missing key shall be reported immediately to UTD Key Shop (972-883-4093) and the employee’s Department Head.

c. Individuals may not loan keys to anyone.

d. Only a UTD Locksmith may duplicate a UTD key.

e. No employee will unlock a door for any person unless they are certain the individual is authorized in the building/room/area.

f. Upon termination of employment or when a change in space assignment occurs, key(s) must be returned to the Key Shop.  A fee of $25.00 will be charged for each unreturned key plus $35.00 for each core the lost key operates.

g. During periods of extended leave or leave of absence from the University, key(s) must be returned to the employee’s Department Head or the Key Shop.


Revised 2/1/11

