	CONTRACTOR KEY REQUEST, ISSUE, AND RETURN FORM

North Carolina Department of Administration

Division of Facility Management

Security Systems

300 North McDowell Street

919-733-1800

	1. COMPLETE THIS PORTION FOR BILLING PURPOSES.


	REQUESTER:
	     
	REQUEST DATE:
	     

	TITLE:
	     
	BUILDING NAME:
	     

	COMPANY:
	     
	TELEPHONE NUMBER:
	     

	MAILING ADDRESS:
	     
	FACSIMILE NUMBER:
	     

	CITY, STATE, ZIP:
	     
	FEDERAL ID NUMBER:
	     


	2. KEYS FOR TEMPORARY ACCESS TO STATE PREMISES FOR AUTHORIZED CONTRACTORS CAN BE OBTAINED WITH THE FOLLOWING STIPULATIONS:



	A. SECURITY SYSTEMS IN FACILITY MANAGEMENT DIVISION IS THE ONLY AGENCY AUTHORIZED TO DUPLICATE KEYS FOR STATE GOVERNMENT FACILITIES.

B. THE REQUESTER SHOULD EMAIL THE COMPLETED FORM TO Security.Systems@doa.nc.gov OR COMPLETE A FORM AT SECURITY SYSTEMS.
C. A $100 DEPOSIT IS REQUIRED FOR EACH KEY.

D. CREDIT CARDS CANNOT BE ACCEPTED.

E. CASH AND CHECKS WILL BE DEPOSITED WITHIN 24 HOURS OF RECEIPT IN ACCORDANCE WITH ESTABLISHED CASH MANAGEMENT PRACTICES.

F. THE REQUESTING PARTY IS RESPONSIBLE FOR CONTROL AND USE OF EACH KEY.

G. IN THE EVENT OF A CHANGE OR TERMINATION OF RESPONSIBILITY FOR EACH PERSON WHO HAS RECEIVED A KEY, THAT KEY MUST BE RETURNED TO SECURITY SYSTEMS OR RE-ASSIGNED TO ANOTHER RESPONSIBLE PERSON BY SECURITY SYSTEMS.

H. WHEN KEYS ARE RETURNED TO SECURITY SYSTEMS WE WILL SUBMIT TO THE DEPARTMENT OF ADMINISTRATION, FISCAL MANAGEMENT FOR A REFUND TO BE PROCESSED.
I. FORFEITURE OF THE DEPOSIT WILL OCCUR WHEN THE CONTRACTOR DOES NOT RETURN KEY(s) TO SECURITY SYSTEMS WITHIN ONE YEAR OR RENEW THE CONTRACT WITHIN ONE YEAR.  


	3. PLEASE COMPLETE THIS PORTION FOR EACH KEY.

	KEY CODE
	ISSUE TO
	DRIVER LICENSE OR NC IDENTIFICATION NUMBER
	SECURITY SYSTEMS USE ONLY

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	


	I understand and agree to abide by these terms and conditions.

	SIGNATURE OF REQUESTER:
	
	DATE OF REQUEST:
	

	KEY PICKED UP BY:
	
	KEY ISSUE DATE:
	


	KEY RETURNED TO:
	
	KEY RETURN DATE:
	

	

	THIS SECTION IS FOR SECURITY SYSTEMS USE ONLY

	WORK ORDER NUMBER
	
	COMPLETION DATE
	

	MANHOURS
	
	MATERIALS COST 
	

	COMPLETED BY 
	
	
	

	Revised July 2014


