GCCN KEY RETURN FORM 

The GCCN Public Safety Department is responsible for the issuance of keys that control access to buildings, offices and other lockable areas on campus.

Keys are not to be duplicated, loaned or transferred to other employees.  The College employee to whom the key is issued is personally responsible for how the key is used and for the return of the key.

Lost keys will be replaced at a cost of $5.00 each, and if any re-keying is necessary due to the lost key the cost will be $10.00 per lock.  Departments authorizing the issuance of a key are responsible for these costs; the department may pass all or part of these costs on to the employee who lost the key.  A lost/stolen key must be reported to the Public Safety Department immediately.

Please print legibly or type.  Provide ALL information requested.

*Date:________ *Quantity: ____ *Department: _________________ *Key Holder: ____________________


			         *Phone Extension:                                     *Employee ID#: ____________________

(*Required)
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