USDA Service Center - Key Request
 


 City                  


 


 County
***************************************************************
Submit completed key request to Lead Agency Representative (LAR).  In most cases, this is the County Executive Director (CED):
	Request Date: _________________________________

	Manager Requesting: __________________________________

	Employee Name: _________________________________

	Position Title: __________________________________

	
	Agency: __________________________________


I hereby assume responsibility for the key assigned to me and understand it cannot and will not be duplicated for any reason while in my possession.  I will immediately notify my supervisor if my assigned key is lost or stolen.
Signature of Employee


Date

LAR Use Only 

Date Issued: 




Key # Assigned: 



*****************************************************************

When employee leaves the agency, notify LAR and return key.
	Return Date: ______________________________

	Manager Returning:_________________________

	Employee Signature:_________________________________
	

	
	


LAR Use Only 

Date Key returned to LAR: 


Key #: 


Destroy this form three years after key is returned to LAR.                                                    April 2007
