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| SSUANCE OF KEYS

Al'l keys to buildings, rooms and other institutional facilities are and nust renain

t he pernmanent property of UTD and may be obtained only through the Physical Plant.
Keys to | aboratory and departnental equipnent/furnishings are maintained and i ssued by
i ndi vi dual departnents.

The Key Request form (see Exhibit G5) is used to obtain authorization for the issuance
of institutional keys to personnel and is initiated by the requesting departnent.
CQui delines for issuance of keys are as foll ows:

1. Only Staff and Faculty nmenbers may be issued University keys and will be linited
to two (2) keys for each area that they control unless witten approval fromthe
appropriate Dean and/or Senior Vice President for Business Affairs is obtained.

2. Students, lecturers and contractors will not be issued keys without witten
approval fromthe appropriate Dean or Program Head, if applicable. (The Deans
will assist the Physical Plant in collection of keys not turned in by students
who | eave or graduate by placing a hold on the student's record so
grades/transcripts cannot be rel eased.)

3. Key Requests will not be honored unless the Departnent Head's nane is on the
"Del egation of Signature Authority" list along with the proper account nunber
Nanes of individuals who have been given signature authority for a departnent
head nust al so be on the signhature authority Ilist.

4, Al'l keys nust be picked up at the Physical Plant Key Shop by the Requestor
Proper identification nust be provided and a key control card nust be signed.

Speci al arrangenents nmay be nmade for disabled persons who are unable to trave
to the Physical Plant to pick up keys.
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