KEY ISSUE FORM

	NAME
	     

	Dept.
	     
	Ext.
	     


	Building
	     
	Room​​
	     
	Key ID.
	     

	Building
	     
	Room​​
	     
	Key ID.
	     

	Building
	     
	Room​​
	     
	Key ID.
	     

	Building
	     
	Room​​
	     
	Key ID.
	     


University of Alaska Southeast Key Issue Policy Agreement

Applicant agrees not to duplicate or permit duplication of this key.  All keys are the property of UAS, and shall be returned to UAS Physical Plant when no longer needed, upon termination of employment, or when key issue contract expires.  Under no circumstances are keys to be loaned or transferred to others.  UAS has placed a minimum value of $25.00 on each lost key.  New keys will not be issued until lost keys are paid for.  A deduction may be made from final paychecks for keys not returned at termination of employment.  Transcripts may also be withheld until keys are returned. 

I understand and agree to abide by this policy.

	X
	
	Date
	     

	
	Applicant Signature
	
	


Office Use Only

	Director Approval
	
	
	     

	
	Signature
	
	Date


Physical Plant

	Key Contract Expiration Date
	     
	
	

	
	
	
	

	Key Issue Date
	     
	Issued By
	     

	
	
	
	

	Keys Returned
	     
	Rcvd By
	     


	Faculty  FORMCHECKBOX 
          Staff  FORMCHECKBOX 
          Student  FORMCHECKBOX 
            Contractor  FORMCHECKBOX 
            Other  FORMCHECKBOX 


	Check one


Document: Key Issuance

