[bookmark: Text14]     East Tennessee State University
Physical Plant
Key Control Order
(To accompany Physical Plant Work Request)

TYPE REQUEST

[bookmark: Text1]Key to be issued to:	Click here to enter name and title

|_| Key Request     
	Building
	Room No.
	# of Keys

	Enter building name here
	Enter room number here
	Enter Keys number here

	Enter building name here
	Enter room number here
	Enter Keys number here


Approved Physical Plant: __________________________________________


[bookmark: Text8]Key returned by:    Click here to enter name and title

|_| Key Return
	Building
	Room No.
	# of Keys

	Enter building name here
	Enter room number here
	Enter Keys number here

	Enter building name here
	Enter room number here
	Enter Keys number here


Approved Physical Plant: __________________________________________


[bookmark: Text16]Key returned by:    Click here to enter name and title
[bookmark: Text17]Key to be issued to:    Click here to enter name and title

|_| Key Transfer
	Building
	Room No.
	# of Keys

	Enter building name here
	Enter room number here
	Enter Keys number here

	Enter building name here
	Enter room number here
	Enter Keys number here


Approved Physical Plant: __________________________________________


Approved:    __________________________________ 	Date: __________________
		 	 (Department Head)
Department: ___________________________	Account #: ____________________

Approved:    __________________________________	Date: __________________
	(Building Coordinator)

