
 
 
 

REQUEST FOR KEY / LOCK 
CHANGE, ADDITION, MAINTENANCE 

 
  

 

Employee:   ID #:   

 
 
Key / Lock Location Reason for Request 

   

   

   

   

   

 
 
 
 
         
Employee’s Signature                        Date 
 
 

 
  Approved           
  Denied  Supervisor’s Signature   Date 

 
 

 
  Approved           
  Denied  Director’s Signature    Date 

 
 
 


