



Marietta College Request For Building Access

1)  Type of Request:        

       (Check One) 
 FORMCHECKBOX 
 New Key 

 FORMCHECKBOX 
 Key Custody Transfer

         Stamped Key Serial Number: F _ _ _ _ _ _ 
2)  Date of Request:__________________

APPLICANT INFORMATION:

3) Last                                                                 First                                     MI


4) Department / Student ID



5) Phone


6) Budget #



7)  FORMCHECKBOX 
 Employee

     FORMCHECKBOX 
 Student

     FORMCHECKBOX 
 Other (Please Specify) __________________________
8) If Other, please provide Company Name:

9) By signing, applicant agrees and is aware that any key(s) issued is property of Marietta College and can only be used by an employee/student of active status.  Key(s) must be surrendered upon request or termination of employment.

APPLICANT SIGNATURE:
DATE:

KEY INFORMATION:




10) Area of Access (Check Only if Master Key(s) is Required).  Master Keys must be approved by the Department Head

 FORMCHECKBOX 
 Department Master Key

11) REASON FOR ACCESS.  As a minimum, state department, job title, full time or part time employee, building and office that you have been assigned to) 



 FORMCHECKBOX 
 Parsons/Timblin Dormitory Area Access



 FORMCHECKBOX 
 Freshman Quad Area Access



 FORMCHECKBOX 
 Theme Housing Area Access



 FORMCHECKBOX 
 Administration Area Access (North 5th St)



 FORMCHECKBOX 
 Administration Area Access (South 5th St)



 FORMCHECKBOX 
 Mechanical Room/Area Access





12) AREA ACCESS/LOCATION ADDRESS  (THIS INFORMATION IS MANDATORY-SECTION MUST BE COMPLETED.  Access should be the minimum to perform assigned work.  Write out the building name and room numbers that you are requesting keys for.) (Note if an outside door key is required.)









APPROVAL:

13) Marietta College Department Chair / Resident Director
Check to Approve Access Type:

Print Name: __________________________ Phone:_____________________________
 FORMCHECKBOX 
 Specific Door Access

Signature:
 FORMCHECKBOX 
 Building Access

Completed form, including required signatures and area access/location address info, should be forwarded to the Physical Plant for processing





