
Approval Authority

When issuing new keys please complete below When requesting Master Keys please complete below:

Name Name

Cost Code Job Title

Signed Signed

Date /               / Date /               /

Key Details 

Key Request Type Key Return                Key Transfer                New Key Required

1st Key No.  Locking Cylinder No.

Issue No.         No              Yes, a photo of the door lock barrel is attached.

2nd Key No.  Locking Cylinder No.

Issue No.         No              Yes, a photo of the door lock barrel is attached.

Key Request 
Transfer/Return/New

Personnel Details
Key Transferred / Returned From  (And/Or) New/Current Key Holder

First Name First Name

Last Name Last Name

Department 
/Area

Department 
/Area

Position Type Position Type

Student/Staff No. Student/Staff No.

Date Returned /               / Date Received /               /

 □ Applicant has read the key lock policy. 

Academic Building No. Bellevue Building No. CB Newling Building No.

Estate & Built Environment 
Building N005, Workshop Rd 

University of New England 
Armidale NSW 2351 

ef-maint@une.edu.au  |  6773 2065

Other No.  Other Location Floor Level Room No.

This form is designed for use when returning a key, transferring a key or requesting a new key to be cut. You will require 
signed approval from delegated personnel and a cost code will be required for issues of new keys.
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