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PALLISER REGIONAL SCHOOLS

EMPLOYEE KEY REQUEST
TRANSFER/RETURN FORM

KEY REQUEST

I, ________________________________________ (printed name of employee), hereby request a key for access to _____________________________________________________.  I understand that under no circumstances am I to have this key copied, and it is solely for my own use and is not to be given to anyone else to use.  I also agree that upon completion of my employment with Palliser Regional Schools, I am responsible for returning this key to my immediate supervisor.

Signature: ___________________________________________ Date: _________________________


KEY TRANSFER REQUEST

I, ________________________________________ (printed name of employee), hereby request a key transfer from(old employee)_____________________________________________________.  

to (new employee)_________________________________________________________________

I understand that under no circumstances am I to have this key copied, and it is solely for my own use and is not to be given to anyone else to use.  I also agree that upon completion of my employment with Palliser Regional Schools, I am responsible for returning this key to my immediate supervisor.

Signature: ___________________________________________ Date: _________________________


SITE ADMINISTRATOR’S APPROVAL


I, _______________________________________ (printed name of supervisor), hereby grant approval for _______________________________________ (printed name of employee) to receive the key/security button as requested above.

Signature: ___________________________________________ Date: _________________________


KEY BUTTON RETURN

I, _______________________________________, returned the following key(s)/security button to the site administrator:

Signature: ___________________________________________ Date: _________________________
