East Tennessee State University

Physical Plant

Key Control Order

(To accompany Physical Plant Work Request)

TYPE REQUEST



Key to be issued to:



________________________________________________



Name and Title

( Key

Building



Room No. 
# of Keys

      Request__________________________
_________
________



__________________________
_________
________



Approved Physical Plant: _____________________________

Key returned by:



________________________________________________



Name and Title

( Key

Building



Room No. 
# of Keys

      Return
__________________________
_________
________



__________________________
_________
________



Approved Physical Plant: _____________________________

Key returned by:

________________________________________________



Key to be issued to:



________________________________________________



Name and Title

( Key

Building



Room No. 
# of Keys

      Transfer
_________________________
_________
________



__________________________
_________
________



Approved Physical Plant: _____________________________

Approved:    __________________________________ 
Date: __________________



 
 (Department Head)

Department: ___________________________
Account #: ____________________

Approved:    __________________________________
Date: __________________


(Building Coordinator)
