POLICY: ECAA-E
Approved: January 25, 2010

Reviewed:
Revised:
KEY REQUEST FORM
(Use one form for each key only)
Name: Phone:
Key Number:

Key Issue Agreement: In return for the loan of this key, I agree: 1) not to give or loan the key to others; 2) not to
make any attempts to copy, alter, duplicate or reproduce the key; 3) to use the key for authorized purposes only;
4) to safeguard and store the key securely; 5) to immediately report any lost or stolen keys; 6) produce or surrender
the key upon official request. I also agree that if the key is lost, stolen or not surrendered when requested, a charge
of $20.00 will be assessed.

Signature: Date:
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CROSS REFERENCE: Policy ECAA — Building Access & Security



