
Please fill out form completely for proper processing, print and obtain signature from
Dept. Head. (Key request will not be processed without Dept. Head signature). 
Scan and attach to Facilities Online Work Order request form. 
Facilities will call requester when keys are ready for pick up.
Name of Person(s) Being Issued Key (Actual person using key):

1. ____________________________________________ Qty.________________

2. ____________________________________________ Qty.________________

3. ____________________________________________ Qty.________________

4. ____________________________________________ Qty.________________

5. ____________________________________________ Qty.________________

Date of Request ________________________________________________________

Stamped Key # (If Any) __________________________________________________

Building Name ________________________________________________________

Room # __________________________ Phone # (ext.) ______________________

Dept. Head (Print) ______________________________________________________

Dept Head Signature ____________________________________________________

Facilities Manager Signature______________________________________________

Pickup Signature ______________________________________________________

Office of Facilities and Campus Planning
KEAN UNIVERSITY KEY REQUEST
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