
How to: Fill out the Contractor Key Request Form 
• Primary Building Coordinator must fill in the top portion of the form for our records 

• This information is required so we can cross-reference the validity of the individual 



How to: Fill out the Contractor Key Request Form 
• General rules and guidelines for Contractors and Sub-Contractors 



How to: Fill out the Contractor Key Request Form 
• Fill all applicable form blocks for key request. 

• The ReaDY application will not be processed unless these blocks are filled out correctly. 



How to: Fill out the Contractor Key Request Form 
Key holder will print, sign and date when they pick-up and return key(s). 



How to: Fill out the Contractor Key Request Form 
• It is the Building Coordinators responsibility to input the Contractor reimbursement information. 

• The DOA Fiscal Dept. will then forward the deposit to the address provided by the Building 

Coordinator once key(s) have been returned to Security Systems. 



How to: Fill out the Contractor Key Request Form 

Addendum: 

• Accepted forms of deposit are: 

➢ Personal Check 

➢ Company Check 

➢ Cashier’s Check 

• The form and photo copied information, i.e. Personal Checks, Company Checks, Cashier’s Checks, 

Driver’s license, or State ID’s, etc. will be kept on file until the keys are returned for deposit. 

• Once keys have been returned Security Systems will send the reimbursement form to the DOA Fiscal 

department for processing. 

➢ The reimbursement check will be sent to the address supplied by the Building Coordinator. 
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• After the reimbursement process is complete Security Systems will retain all records for (7) years 

per State requirements. 

Any questions or inquiries can be forwarded to: 

➢ Security Systems Office 

120 West Lane Street 

Raleigh, NC 27603 

984-236-0460 

Security.systems@doa.nc.gov 

mailto:Security.systems@doa.nc.gov



