HARTWICK COLLEGE KEY REQUEST FORM
To ensure timely processing of keys, please print and accurately fill in all areas of information. Incomplete forms will be returned.
All copies are to remain intact for Campus Safety Department processing.

Check appropriate boxes: Faculiy[- 1 Adminisirator[ ] Siaff{ . ] Pari-time/Seasonal employee [ ] Renewal Request] |
Student[ | Intern[ ] Othern: Replacement request| ]
Last Nama First Name Department Contact Number

Issue key(s) 1o
Reguested by:
Depariment Head

it is understood to be the following Departmant Chair/Head's responsibilities: (Actual terms tmay be referenced at www.hartwick.edu/keypolicy.xml)
Determine actuai need for use of facilities
Determine the need for supervision and/or need for more than one person present due to safety requirements
Grarnt request only to those whom it is desmed responsible
Caontact Campus Safety immediatsly upon determination of lost or stolen key for incident report
Restoration fee for will be charged to the department for costs incurred to replace cores if necessary
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