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Entry Item Access Request Form
Note: Refer to the Entry Access and Authorization Policy prior to completing this form.

Name: _______________________________________________________________________

Date: ________________________________________________________________________

Department: __________________________________________________________________

Office Location: _______________________________________________________________

Office Number: ________________________________________________________________

Reason for Entry Item (new employee, replacement item, etc): ________________________
______________________________________________________________________________
______________________________________________________________________________

New Entry Item: ______		Replacement Entry Item: ______



Signature of Requestor: _________________________________________________________

Signature of Safety & Security: __________________________________________________




Below is to be completed at time of entry item pick-up

Description of Entry Item: ______________________________________________________


Vendors:	I acknowledge the receipt of the property from SUNY Empire State and I attest that I bear the responsibility (financially and otherwise) of the key/card/code that I have been issued. Any damage to that item or the locking mechanism that results from the actions of those that have signed below will be the responsibility of the vendor to replace. 



Requestor Signature: ____________________________        Date: ______________________


Safety & Security Signature: _______________________      Date: _____________________
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