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EMPLOYEE SECTION: (Please print legibly)

1. Employee name _______________________  Department_______________ Ext.________

2. Key(s) that is missing: Building _____________  Room/Area _________________________

  Building _____________ Room/Area _________________________ 

3. Date key(s) was discovered missing? ____________________________________________

4. Missing key first reported to? ________________ Title _________________ Date _______

5. Was key(s) lost, stolen or misplaced? _____________ Where? _______________________

6. What steps have been taken to locate the missing key(s)?

__________________________________________________________________________

7. Do you request the key(s) to be re-issued? ________________________________________

8. Reported to police? _____________   Case # ______________________________________

Employee Signature ___________________________________ Date: __________________

Please return this form to the Building Administrator ASAP

BUILDING ADMINISTRATOR SECTION  (Please print legibly)

1. Building Administrator Name: __________________ Dept. ______________ Ext. _______

2. Date loss was reported to Building Administrator: __________________________________

3. I.D. number(s) for missing key(s) ________________________________________________

4. Key(s) signed for by: __________________________________________________________

5. Recommended steps to address the security concern(s) of the building(s) affected by the

lost key(s) and why: __________________________________________________________

___________________________________________________________________________

6. Should key(s) be re-issued?____________________________________________________

Building Administrator Signature: _________________________ Date: _________________
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