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	Facilities Operations and Development
Utilities
FO2015 Goals Report



Use this form to appoint a person or people in your department to maintain the security system.  The appointees can be responsible for requesting and removing card access, making building schedule change requests, reporting system problems, and responding to alarms.  You can separate responsibilities by assigning the exterior doors to the Building Coordinator and the computer lab to the Lab Manager.  Responsibility also can be split up into several departments.  This form must be approved/signed by your Dean, Chair, or Director.  Because we must have an original signature, we are not able to accept this form electronically.  
We recommend that each department have at least two authorized individuals – a primary and a back-up.  It is also advised (for security purposes) that the list of authorized individuals be kept to a minimum.  Upon completion of this form, all correspondence will be e-mailed to the authorized parties.

	This person will be responsible for:
 FORMCHECKBOX 
 Granting/Removing Card Access

 FORMCHECKBOX 
 Maintaining Building Schedule

 FORMCHECKBOX 
 AAM Administrator
	
	 FORMCHECKBOX 
 New Person

	
	
	 FORMCHECKBOX 
 Replacing (person’s name)


	
	
	 FORMCHECKBOX 
 Update (reason)



	Org # & Dept #


	Dept Name


	Name



	Door & Room Descriptions

     
	Buildings Responsible for …

     


	Authorized Person

	Name Printed

     
	Mailing Address

     

	Phone

     
	

	E-Mail

     
	

	Signature
	


	I hereby authorize the above individual to grant card access to the building and rooms specified above.

	Name (print or type)

     
	Signature (Dean, Chair, Dept Admin)
Date
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