
 Requesters Information


(Please print clearly)


Name: ___________________________Phone:________________________


Title: ____________________________Email: ________________________


Department: ______________________Fax: __________________________





Description of Service


⁭Key Request   ⁭Maintenance    ⁭Special Service    


  


Location of work (building, rooms or campus areas):


__________________________________________________________________________________________________________________________________


_________________________________________________________________





Service Requested:  ______________________________________________________________________________________________________________________________________________________________________________________________________





C.	Key Request





Building exterior keys will be issued only upon the recommendation of the respective Vice President and approval of the University President.





Key Requested for: __________________Building_________ Room________  





Status: 			     ⁭Exempt ⁭Nonexempt ⁭Faculty ⁭Contractual ⁭Full-time ⁭Part-time





Reason for Request:    ⁭New Employee ⁭New Space assignment ⁭Replace Lost Key 


                                                ⁭Replace Defective Key ⁭Lock Change ⁭Other_________________





Key Requester’s Signature: ________________________Date Received: _____________





( ) I have received a Standard Key and I understand that I will be charged $10.00 for the loss of this key.


( ) I have received a Master Key and I understand that I will be charged a $40.00 for the loss of this key.








Note:  Unauthorized Reproduction of any state key is illegal and subject to criminal prosecution.





Approvals





Dean/Chair/Director: _____________________________________________





Vice President: _________________________________________________





 President: _____________________________________________________





Bowie State University





Request for Facilities Management Services


Please complete and submit to the FM Work Control Center


  Facilities Management Building Room 0101


  Tel 301.860.4190 ( Fax 301.860.4202








