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Key & Core Request
Version 1.1 06/05/14
1.  Departmental Information
Dept. Head's/Dean's Signature/Date
2.  Key Record
**INFORMATION REQUIRED FOR KEY ISSUE
Cost Data:
@ $100.00
@ No Charge
@ No Charge
Total:
KEY CONTROL USE ONLY
Acknowledgment:
I acknowledge receipt of said key(s) and agree not to duplicate or transfer it without proper authorization.  I will return it to the Department Head in my school/college/division upon:
1.  Transfer to a new unit, or 2.  Termination of University employment/student status, or 3.  Request of the Key Control Manager.
I will report any lost key(s) to the Department Head immediately.  
DO NOT SIGN UNTIL PICK-UP
Key Recipient's Signature
Date
FP&M USE ONLY
I agree that this key shall be promptly returned to FP&M's Lockshop upon my departure from the university or when its use is no longer required in connection with university duties. 
I further agree that I shall not permit copies to be made or permit any unauthorized use of the key by others.
I acknowledge that I am solely responsible for the key(s) listed whether I or my designee personally pick it (them) up from Facilities Planning and Management, 5454 Cass.
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