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SAMPLE FORM - For EASTERN ILLINOIS UNIVERSITY message box. When

Review Only. To get help ¢ Physical Plant finished, left click (once) il
a particular field, double clic KEY REQUEST the upper left-hand corne

the "?" icon to open a of the msg. box to close i

@) @
Keyholder Name (PRINT) SSN
? @) (?)—

Department Authorized Signature Phone™ Number

KEY CODE: USE: KEY CODE: USE:

—®@)

Received By:(? Date:

(Do not sign until keyS received)



Keyholder Name
Enter the name of the person who will have possession of the keys.

Soc. Sec. No.
Enter the social security number of the intended keyholder.

Department
Enter the name of the department in which the intended keyholder works.

Authorized Signature
The intended keyholder's supervisor or department head must sign here.

Phone Number
Enter the intended keyholder's campus phone number.

Key Code Section
Central Stores will complete this section (Key Code & Use) when they issue the keys.

Received By & Date
Keyholder will be asked to sign and date the form when they pick the keys up.


	Sample: SAMPLE FORM - For Review Only.  To get help on a particular field, double click the "?" icon to open a message box.  When finished, left click (once) in the upper left-hand corner of the message box to close it.
	Sample 2: message box.  When finished, left click (once) in the upper left-hand corner of the msg. box to close it.


