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	Facility Operations
Key Requisition
	Requisition No.

Assigned by 

Facility Operations

	
	
	     

	Please complete the information requested below, print the form and obtain the proper authorization. Once signed, please submit the form to 
Facility Operations for processing (fax: 313.993.1175). Incomplete forms will be returned to the requester without processing. 
**Please Note: If the request is for an exterior door of the building, please fax directly to Public Safety at 313.993.1601.


	Requestor's Complete Name:

     
	Requesting Department:

     
	Requestor's Office Phone:

     

	Building: 

     
	Room Number:

     
	Exterior Door? 

 Yes  FORMCHECKBOX 
                  No  FORMCHECKBOX 


	Department to Charge:

     
	FOAP:
     -     -     -     

	Quantity
	Describe Key
(Include name of key, if known, all letters & numbers stamped on key)
	Describe Lock Locations

(Desk, drawer, file cabinet, door, etc. If the key is for a door, provide room number of the door it opens or describe the door location)

	   
	     
	     

	   
	     
	     

	   
	     
	     

	   
	     
	     

	   
	     
	     

	   
	     
	     

	   
	     
	     

	Dean/Director's Printed Name:

     

	Dean/Director's Authorizing Signature:


	Date:

     

	This Section to be completed by Public Safety/Facility Operations:

	Public Safety Authorizing Signature (For exterior doors only)

	Badge Number:

     
	Date:

     

	Work Completed By:

     
	Date:

     
	Total Cost:

     
	Requestor Notified:
 FORMCHECKBOX 

Keys Received:   
 FORMCHECKBOX 


	Form:  UDM-FO-03
	Revised 2-3-09


(If yes, send to Public Safety)





(If no, send to Facility Operations)








