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DATE OF ISSUE:  9/1/92   




SUPERSEDES:   6/1/77


__________________________________________________________________________



 KEY REQUEST



DATE

Northern Illinois University        PLEASE TYPe
MO.
DAY
YR.


ISSUE

REPLACE

REASSIGN

RETURN





EMPLOYEE’S SSN
LAST NAME
FIRST & INITIAL

             _         _             





EMPLOYING DEPARTMENT
CODE
BUILDING



        C -Civil Service

      F-Faculty

      S-Student


KEY NO.
ROOM
DOOR
QUANTITY
DESCRIPTION







AUTHORIZED 

BY
NAME
SIGNATURE





REASSIGN 

FROM
LAST NAME
FIRST & INITIAL





(I CERTIFY THAT I HAVE RECEIVED THIS KEY DESCRIBED HEREON, AND THAT I HAVE READ AND AGREE TO THE CONDITIONS OF ISSUANCE AS STIPULATED ON THE REVERSE SIDE OF THIS FORM.)

SIGNATURE:                                                                                                     DATE:







There are four different boxes to use in Key Request:

1. ISSUE—when a new Key Request is sent to Key Control for a new key.

2. REPLACE—when a key is broken or bent that needs to be replaced.

3. REASSIGN—when a key is reassigned from one person to another person.

4. RETURN—when the use of a key or keys is no longer needed it is then returned to Key Control.

		DISTRIBUTION:	1—KEYFILE (WHITE)


				2—KEYHOLDER (YELLOW)


				3—WORK-IN-PROGRESS (PINK)


				4—DEPARTMENT (GOLDENROD)











