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! PLEASE PRINT!

FORM MUST BE COMPLETE
TO FILL REQUEST

is Authorized to

Have Key No. for Dept.

Area

is this key to replace alostkey [1Yes [1No

Authorized by

1. Each individual must personally return keys to the key office without delay whenever
employment is terminated or when leaving the campus at year's end. in no case
should a student or employee return keys to the department head.

2. Individuals whose keys have been lost or have not been returned to the key office at
the end of the school year or at termintation of employment will be assessed a service
mummwonmm.wmommpmm-mwmunm
$250-$300 and subject to disciplinary action.

3. Faculty and staff members leaving the employment of the college are required to retum
all signed out keys before their final payroll check will be released.

4. This key is not transferable.
| have read the above information and recsived the issued key.

Signed Dete

KEY RETURN
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Have Key No. for Dept.




Appendices G-2 VII-67




VI11-68 Appendix G-2




Appendix G-2 VI1-69




VII-70 Appendix G-3




