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e SUBJECT
ADMINISTRATIVE BUI LDI NG MAI NTENANCE AND OPERATI ONS
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

LOCKS

Personnel requesting | ocks to be changed nust submit a Wrk Request formin
conjunction with a Key Request. A mininumfee of $35.00 will be charged for each | ock
changed. However, the Physical Plant will not charge for any lock repairs. Any

bui |l di ng nmodi fications which require new | ocks or changes will require a Key Request
and should be submitted with original Wrk Request.




