	LOCK – KEY SERVICE REQUEST FORM

UC POLICE (UCPD), Berkeley- PHYSICAL PLANT (PP-CS)

TEL. 643-5816   FAX 643-2186

	E-mail this completed MS Word doc to mailto:ucpdlockandkeyrequest@berkeley.edu
All keys must be picked up in person at the Police Front Counter at 1 Sproul Hall Monday through Friday from 9 to 11 am and 2 to 3 pm only.




	Date of Request:       
	Pick-Up Number:      


	Please Complete Below

	REQUESTER CONTACT INFO

	Name:      

	E-mail:      

	Phone:      

	DEPARTMENT RECHARGE INFO

	Dept. Name:      

	Address:      

	BFS Account:     


	For Office Use Only (Do Not Fill In)

	WORK ORDER NUMBERS

	UCPD:      

	PP-CS:      

	APPROVAL TRACKING

	Name:      

	Date:      

	RECHARGE

	Amount      


Enter Key/ Lock/Re-Core Requests Here
	Request

Type

	Qty.
	Room(s)/Building(s)
	Key-Core #
(Optional)
	Name of Key Recipient

	Key
	Lock
	
	
	
	

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


Enter Service Description/Explanation/Details Here

	     


Tracking Job
	KEY CONTROLLER APPROVAL

	Last Name
	First Name
	E-mail
	Campus Phone

	     
	     
	     
	     

	CUSTOMER PICK UP

	Last Name
	First Name
	Signature
	Date

	     
	     
	     
	     


UCPD WF-1410
