
Complete all applicable information and forward to department director and Deputy Superintendent  
for approval. Business Services will issue items requested upon receipt of approved form.

Name__________________________________________
Title____________________________________________
Department______________________________________

Please issue the following items to this employee:

 ❏ Key(s), specify: _________________________ __ ___
  ___________________________________________

 ❏ Access Card/Security ID Card for 24/7 access

 ❏ Access Card for weekday access only

 ❏ Access Card for other access, specify: 
  ___________________________________________

Department Director approval    Date

Deputy Superintendent approval   Date
    

Signature Required

Building Access Request
Sonoma County Office of Education

For Business Services Only

Keys assigned  ___________________________________
  ____________________________________________
 Date issued  __________________________________
 Received by  _________________________________
 Date returned  ________________________________

Access card number  _______________________________
 Date issued  __________________________________
 Received by  _________________________________
 Date returned  ________________________________

Security ID card number  ____________________________
 Date issued  __________________________________
 Received by  _________________________________
 Date returned  ________________________________

WHITE - Business Services YELLOW - Department   PINK - Employee
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