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Key Request Instructions

Download Key Request form from AME resource tab and save to desktop.
Save form as “Key request - First Name Last Name”.
Fill top portion of form. See screenshot below:
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KEY RECIPIENT AGREEMENT

University of Arizona building keys are, and remain, the property of the University of Arizona

It i5 the personal responsibility of ech indrvidual to whem University of Arizona keys are issusd, 1o safeguard those keys 3t all times and
retumn all issued keys back to ity of Arizona Facilities Desk.

By signing below, the key recipient agress to:

1. Diligently safeguard the key(s) | am being issued.

2. Return the above listzd key(s) to the UA FM Key Desk prior to:
*  Relacating to 2 different University Department or building.
*  Graduation

®  Leaving the employ of the University of Arizona due to valuntary of employment,
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Select “Save As” once form is complete.
Send key request to supervisor for email approval (not signature on form).

(Option 1) Once email approval is received, forward approval and key request to AME-
Key Request@ame.arizona.edu

(Option 2) Once approved, supervisor must send approved form to AME-Key Regquest@ame.arizona.edu
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