MADISON COUNTY[image: ]

DEPARTMENT OF MAINTENANCE
Kevin F. Loveless                                 
Building Maintenance Supervisor
138 N Court Street									        (315) 366-2259
County Office Building  	        (315) 366-2511 (fax)	
Wampsville, NY 13163

[bookmark: _MailAutoSig]DEPARTMENT KEY REQUEST FORM

TO:	BUILDINGS AND GROUNDS SUPERVISOR KEVIN LOVELESS
FROM:	___________________________________  TITLE:	_____________________________  EXT:   ______
DEPARTMENT:  ________________________________________  DATE:	_____________________________
FOR (EMPLOYEE NAME): ________________________________  TITLE:	_____________________________
BUILDING: _________  DEPARTMENT: _________    KEYS NEEDED:  BUILDING   DEP’T    ROOM ______
REASON:   New Employee      Lost Key      New/Changed Lock      Other (explain): _______________
__________________________________________________________________________________________


				Approved: ______________________________________  Date: ____________
						      Department Head Signature
FOR MAINTENANCE DEPARTMENT USE
[bookmark: _GoBack]TO:	Chairman John M. Becker					
FROM:	Buildings and Grounds Supervisor Kevin Loveless
Above please find a completed Key Request for the indicated department and staff; if you have any questions, please do not hesitate to contact me at ext. 2259.
Thank you.
				Approved: ______________________________________  Date: ____________
						Maintenance Supervisor Kevin Loveless


				Approved: ______________________________________  Date: ____________
						       Chairman John M. Becker
KFL:mec
Acknowledgement of Receipt of Keys

I, ______________________________________, hereby acknowledge receipt of the above-requested key(s).


Signature: ______________________________	Date: __________

Title: __________________________________
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