
AME KEY REQUEST INSTRUCTIONS 
CatCard access is now available for north building entrances, the machine shop, 

south building rooms, and lab N237A. Keys will not be issued for these rooms. A guide 
for requesting CatCard access can be found on the AME employee resources page.  

1. Fill out a Key Request Form 
• Only fill out the “KEY RECIPIENT” and “KEYS” section of the key request form 
• If you need a fresh form, you can find it on the AME employee resources page. 
• Hook # can be left blank if you don’t know it 
• Building number is 119 and Department number is 2305. 
• Do not write or sign anything in the “DEPARTMENT AUTHORIZATION” or “KEY 

RECIPIENT AGREEMENT” sections 
• Save file as “Key Request – [Your Name]” 

 

2. Submit your Key Request Form 
• Submit your key request to AME-key_request@ame.arizona.edu with the subject 

line “AME Key Request – [Your Name] for [Room Numbers Requested]” 
• If you are not AME faculty or staff, please get your supervisor’s approval via 

email and forward it to the AME key request email address along with your key 
request form 

• From here, the AME department will approve your request, check that the form is 
filled out correctly, and submit your form to the FM Keydesk. You will be cc’ed on the 
message to the Keydesk. 
 

3. Sign the Adobe Sign link that is sent to you 
• You should receive an email with an adobe sign link. If this takes more than 48 hours 

after your request was submitted, please reach out to AME-
key_request@ame.arizona.edu to check on the status of your request. 

• You must be able to digitally sign your key request form. If you are having difficulty 
accessing Adobe Sign, please contact the UITS 24/7 helpline to resolve the issue. 
 

4. Schedule an appointment to pick up your key 
• Appointments can be made through this link: 

https://outlook.office365.com/book/KeyDesk@emailarizona.onmicrosoft.com/ 
• Do not schedule your appointment before you sign your form via adobe sign. You 

will not be able to pick up your keys if you have not signed. 
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EXAMPLE KEY REQUEST FORM 

 

 


