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Key holders must keep their keys safe and may not share, loan, or duplicate them. All such 
requests must be made to and handled by ASO. Unauthorized duplication, sharing, or 
loaning may result in disciplinary action.  

An employee must return all Southwestern keys on the last day of employment or upon 
request by ASO, the Dean, or another authorized employee (e.g., the employee’s 
supervisor). 

D. Key Request 

An employee who requires a key not previously issued to them to perform their assigned 
duties must submit a formal request to ASO via email at 
administrativeservices@swlaw.edu. The request should come from the employee’s 
Supervisor or Department Head. Once approved, the employee will sign a Key Request 
form before receiving the key. ASO keeps executed Key Request forms in the employee’s 
personnel file and updates the form when the keys are returned or new keys are issued.  

E. Lost or Stolen Keys 

Lost or stolen keys must be reported to ASO within 24 hours of discovering the loss or 
theft. ASO will reissue the appropriate keys to the individual and schedule locks to be re-
keyed, if necessary. The employee must sign a new Key Request form when the new keys 
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APPENDIX A 
 
 
 
 

 

Name:  Department:  

Title: Supervisor:  

Key(s) Requested: 
 

Office/Room Number Building Key Code ( if 
known) 

Date Issued Date 
Returned 
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Human Resources Office Date 
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