
1/30/2019 

DATE: 

KEY REQUEST FOR: 
NAME: 

(LAST),  (FIRST) PLEASE PRINT 

DEPARTMENT: 

POSITION: 

TERM OF EMPLOYMENT:  QTR  PERM OTHER: 

Authorized Signature(s)  
(Division Administrator/ Dean) (Required for hourly, sub master, master or grand master: VP & President) 

Print Name:      DATE: 

COMMENTS: 

IMPORTANT PLEASE READ 
The Fine Print 

Key request must be authorized
Employee signature required at time of issue

Allow 24 to 48 hour turn-around time for request to be filled
Key requests expire 30 days from the date of authorization

Authorized key request required for lost keys; 
Please return keys. 

QUESTIONS? CALL – 206-934-5385
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KEY REQUEST FOR: 
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(LAST),  (FIRST) PLEASE PRINT 

DEPARTMENT: 
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(Division Administrator/ Dean) (Required for hourly, sub master, master or grand master: VP & President) 

Print Name:      DATE: 

COMMENTS: 

IMPORTANT PLEASE READ 
The Fine Print 

Key request must be authorized
Employee signature required at time of issue

Allow 24 to 48 hour turn-around time for request to be filled
Key requests expire 30 days from the date of authorization

Authorized key request required for lost keys; 
Please return keys. 

QUESTIONS? CALL – 206-934-5385
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