UTC KEY REQUEST FORM W/O#

Please allow 10 business days to process your request. You will be notified through your UTC email address when your
key is ready. Keys must be picked up within 30 days of notification of completion or the key request will be voided and
the keys recycled. Keys must be returned directly to Facilities Planning & Management
***Note: Keys will not be issued to non-regular employees (including graduate students) or card-swipe doors. Please
refer to our departmental key policy for more information. ***
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Note: Some requests may require additional approval. Facilities will initiate any additional approval or routing.

SPECIAL CIRCUMSTANCES/REQUIREMENTS OR REMARKS:

Note: Only the individual requesting keys may pick them up. Requester must be present along with a valid UTC ID. Keys

can be picked up at Facilities Planning & Management, Administrative Building, 400 Palmetto Street within 30 days of

notification. Keys must be returned to Facilities Planning & Management when no longer needed, the lock is changed,
duties have changed, or employment at the University is terminated.
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