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Key Request
Form 6-3 07/31/2013
MODIFICATION TO THIS FORM IS STRICTLY PROHIBITED.
You may be entitled to know what information UT Arlington collects concerning you. You may review and have UT Arlington correct this information according to procedures set forth in UT System Administration UTS139. The law is found in sections 552.021, 552.023 and 559.004 of the Texas Government Code.
*This form is to be completed by the Department Administration Personnel ONLY
KEY INFORMATION:
REQUESTOR INFORMATION:
APPROVAL:
CHECK ONE:
Signatures required for Sub-Masters and Masters
I acknowledge receipt of the above listed key and agree to adhere to the key control polices and procedures as per the University Rules & Regulations:
Key(s) remain the permanent property of UT Arlington.A lost key(s) must be reported immediately to UT Arlington Key Control and Department Head. A fee of $25.00 will be charged for each lost key.Individuals may not loan keys to anyone.Only a UT Arlington locksmith may duplicate a UT Arlington key(s).No employee will unlock a door for any person unless they are certain the individual is authorized in the building/room/area.Upon termination of employment or when a change in space assignment occurs, key(s) must be returned to the Key Control Center. A fee of $25.00 will be charged for each unreturned key plus the cost to replace each core the lost key operates. (Master keys open many cores)During periods of extended leave or leave of absence from the University, key(s) must be returned to the Key Control Center.
Issuance Agreement
A. B. C. D. E. F.  G.
9.0.0.2.20101008.1.734229
aim@uta.edu
Administrative Information Management
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