LOS ANGELES HARBOR COLLEGE
KEY WORK REQUEST FORM
It is mandatory that the LAHC faculty/staff member requesting keys complete this form.
Instructions:      
1.  Complete this form and obtain approval from the division/department chair and have him/her sign and 


     date the form.



2.  Have your division/department’s Vice President sign and date the form. 

                 
3.  Read, sign, and date the Key Policy portion of this form.
                 
4.  Send this original form to Plant Facilities.



     Note:  Keys are usually ready within one week after Plant Facilities receives the request.

Employee’s Name:  _____________________________________   Employee #:  _______________________  

Division/Department:  ___________________________________   Contact Phone #:  ___________________  

Chairperson/Supervisor Approval:  _________________________________   Date Approved:  ____________
(Signature Required)
Vice President Approval:  ________________________________________   Date Approved:  ____________

(Signature Required)





                    
______________________________


Locksmith’s Signature





_________��������������_____________________


Date Completed





























PLANT FACILITIES USE ONLY





Approved  (   )    Denied  (   )    Hold  (   )		_______________________________        ___________


							Director of College Facilities		                 Date





                                    PLANT FACILITIES - ACTUAL COST





Date�
Labor Cost


     Hourly Rate                 Total     �
Material Cost�
�
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�
�
�









Building�
Room #�
�
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Key Work Request








#





SHERIFFS’ STATION USE ONLY





Key(s) Received By - Signature�
Key(s) Issued By�
Date Received�
Date Returned�
�



�
�
�
�
�






KEY POLICY





I recognize that by signing this form that I will follow the Los Angeles Harbor College Key Policy that states:


a.  I agree not to loan college keys to anyone.


b.  I agree not to transfer ownership of keys to other college employees.


c.  I agree to return college assigned keys to the campus Sheriffs’ Station  


     upon resignation, retirement or termination from my assignment.


d.  I agree to reimburse the college for any lost keys.


e.  I agree to account for all keys assigned to me if requested by the college.


f.  College supervisors agree not to issue college keys to student workers.





______________________________	_______________


Key Requestor/Employee’s Signature	      Date Signed








