
PLANT OPERATIONS DIVISION

MAINTENANCE-CUSTODIAL SUPPORT-WAREHOUSE 

[image: image1.emf][image: image2.emf]CONTRACTOR KEY ISSUANCE FORM
P.O. BOX 600• 601 MULBERRY STREET • BEAUFORT, NORTH CAROLINA • 28516

Phone: 252-728-6115 • Fax: 252-728-3614

DATE ISSUED: _______________               AMOUNT RECEIVED:  $_____________   

DATE RETURNED: ______________         AMOUNT RETURNED: $_____________

                   ESTIMATED RETURN DATE: ______________________

KEYS ISSUED TO:

NAME: ___________________________________________________________

COMPANY: _______________________________________________________

ADDRESS: ________________________________________________________

__________________________________________________________________

PHONE: __________________________________________________________

SITE KEYS ISSUED FOR: ___________________________________________

KEY NUMBER (S): _________________________________________________

                     SEE BACK PAGE FOR KEY ISSUANCE POLICY

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

                                       FOR OFFICE USE ONLY

Fiscal Office is hereby authorized to deposit amount indicated below to account 2.4929.00.000.000.000.00.

Deposit amount: $____________________

Received by: _______________________________________ Date: _________________

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

KEYS WILL BE ISSUED THROUGH THE FOLLOWING METHOD

AND CONDITIONS:

1. All site keys will be issued on a reimbursable fee of:

   a. $50.00 per key individually, or

   b. A maximum of $100.00at any one site, or

   c. A maximum of $100.00 per set for master keys.

2. Keys will be issued upon completion of this form signed by the Locksmith (primary responsibility), Maintenance Supervisor, or the Director of Plant Operations and the borrower. The form will further be acknowledged by the site manager (the Principal or their designee) by either telephone or direct contact, the direct contact method is preferred.

3. Fees shall be received at the time of issuance (payable by money order or company check only to: Carteret County Board of Education - "NO CASH"). A copy of this form will be issued to the borrower as a receipt and the money properly deposited with the Fiscal Office.

4. Upon return of the key(s) by the borrower, the locksmith shall requisition repayment of the fee through the Fiscal Office. The Fiscal Office shall forward the fee amount directly to the borrower.

DO NOT DUPLICATE THESE KEYS UNDER ANY CIRCUMSTANCE.

THE BORROWER IS RESPONSIBLE FOR SECURITY AND PREMISES PROTECTION AT ALL TIMES. THE BORROWER IS RESPONSIBLE TO PAY FOR RE-KEYING OF THE SCHOOL (S) IN THE EVENT THE KEY (S) ISSUED TO HIM ARE LOST OR STOLEN WHILE IN HIS POSSESSION.

RETURN ALL KEYS ISSUED TO THE MAINTENANCE DEPARTMENT

BORROWER'S SIGNATURE: _________________________________________

LOCKSMITH'S SIGNATURE: ________________________________________

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

                                       FOR OFFICE USE ONLY

Fiscal Office is hereby authorized to reimburse borrower the deposit amount indicated on front of this form and below from account 2.4929.00.000.000.000.00.

Reimbursement amount: $____________________

Certified by: ______________________________________ Date: __________________

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

FORM: K6









