UNIVERSITY

OF ALBERTA Lock Change and Key Requisition

Keys will not be cut or locks changed without a requisition

Requests for lock changes, keys, filing cabinets, cupboards, padlocks, etc. must be charged to departmental funds.
REQUISTIONS ARE LIMITED TO 1 BUILDING PER FORM.

* - Required Fields

*DATE: *Employee ID #:
*Requested by: *Requesters Dept.:
*Email: *Phone #:

Request Information

*Building: *Department:

Estimate Required: YES NO

Description of Work Room No| No. Keys Key

Code

Last No.
stamped

Notes: If more detail is required, attach a separate sheet. The detail must be related to the building requested
above. If this request is to replace missing keys you must provide the Campus Security Services report number.

FOR FACILITIES & OPERATIONS USE ONLY

Request Number (ReADY): Work Order/Phase No:

General Price:

Revised: October 2025
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