
FS Access Services (928) 523-4227 
Building 77 / Rm 102 AccessServices@nau.edu 

Facility Services - Access Services Department   Updated: 03/17 

REQUEST TO ISSUE KEYS TO OUTSIDE CONTRACTOR 
This form must be received by Access Services at least one business day before issue date 

Requestor must submit a separate form for each building/sealed key ring 
Keys will only be released to the “responsible Individual” listed 

Building Name / Number Room / Area Notes 

Keys Needed From (Date): Through (Date): 

Issue to Company: 

Company Address: 

Responsible 
Individual: Phone: 

Type of Work: 

Project 
Number: 

Authorized by 
(Dept.): 

NAU Project 
Manager: Phone: 

PM Signature: Date: 

NAU Access Services Use Only 

Number of Keys on Sealed Ring:   Description of Each Key Below: 
Key 1 

Key 2 

Key 3 

Key 4 

Key 5 

Key 6 

(Print Name) Received By:  

Signature:  Date: 

(Print Name) Keys Returned By: 

Signature: Date: 

(Print Name) Received By  
Access Services Staff: 

Access Services Staff 
Signature: Date: 
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