School of Chemistry & Biochemistry

Key Request Form
DEPOSIT 

A one time deposit of $25.00 per person is required before receiving your key. If the key is lost or stolen, a replacement fee must be paid to receive another key. Check or cash is accepted. Checks should be made payable to Georgia Institute of Technology. Deposits must be paid to the Finance Office, and a receipt will be given before receiving a key.  Cash will be refunded to you upon the return of all keys. If cash is not available, a refund check will be issued to you in 10 business days.  Keys are the property of the School of Chemistry and Biochemistry and must be forfeited upon request.  

Date:
     ____________________________________
Payment Method      
 FORMCHECKBOX 

Check    

 FORMCHECKBOX 

Cash         
 FORMCHECKBOX 

Fee Waived ____________________________ 



           Signature required 
(Please Print)
	     
	     

	First Name
	Last Name

	
	

	
	

	     
	     

	Bldg Name & Room # of Accessiblity
	Office/Lab Phone

	
	

	
	

	     
	     

	Title (i.e. Prof., Grad, Post Doc, Tech Temp, REU)
	Employee or GT ID#

	
	

	
	

	
	

	Advisor/Lab Manager Approval
	Finance Office Approval


PLEASE DO NOT WRITE BELOW THIS LINE

	Building
	Room #
	Key Code
	Return Date
	Refund Method (Circle One)
	Key(s) Accepted By

	
	
	
	
	  Cash/Check
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Comments:

