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Request for Keys/Access Cards
This form is for completion only by those authorized to request keys. If anyone for whom a key is being requested is a Foundation employee, before requesting the key, ensure that employment sign-in paperwork at Foundation HR has been completed. Complete this form, print, sign, and fax to (619) 594-2819 or mail to MC 1999.

Legend

In the “Requester Type” column enter all of the following that apply: FE=Foundation Employee; SF=SDSU Faculty; SS=SDSU Staff; ST=Student; VC=Volunteer or Contractor; CT=Commercial Tenant. 

In the “Pick-up Point” column enter preferred point of key pick-up: GTW=Gateway 4th Floor; SKP=Sky Park; ALV=6330 Alvarado.
Requester Name:








Extension:



Project:









Department:



Signature:









Date:

	Name (print) Last, First, M.I.
	Red ID
	Requester Type
	Key # (if known)
	Building Address
	Suite # (if any)
	Room(s)
	Pick-up Point

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


For Facilities Use Only

· HR OK


Date Called Requestor 
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