









Memorandum

     DEPARTMENT OF

     VETERANS AFFAIRS
Date:  
 ________________________________
From: 
 Director, Research Operations (151)

 
To: 
Facilities Service Line/Locksmith (138)
Subj: 
Key Issuance
1.
Please issue the following keys to:

NAME:  ________________________________________________________________

PHONE EXT:  ___________________________________________________________

SUPERVISOR:  __________________________________________________________

KEY/SERIES:  ___________________________________________________________

PURPOSE/ROOM#:  ______________________________________________________
    

 FORMCHECKBOX 
  WOC EMPLOYEE

 FORMCHECKBOX 
  VA EMPLOYEE

2.
Note to employee: please contact the Locksmith(s) at Ext: 6361, Xavier Scott or Chris Craft to order your key(s).  Remember to bring this memo and your ID badge with you when you pick up your key(s) @ Room BC104 during the following times:
Monday:   7:30am-4:00pm

Friday:      7:30am-4:00pm 

3.
I understand that I am responsible for the key(s) issued and that at the end of my appointment or when I no longer need access to the area, I will return it/them.  Failure to do so may result in notification to the VA Police and processing for theft of government property.

_________________________                      _________________ 
Employee Signature                                      Date                                                                                                                                                                       

	Issued by: ___________

WOC Cleared: _______


_________________________                                BioSafety Training _________________                                                                             

Antonio J. Laracuente                                            BioSecurity Training _______________







               Security Trainings _________________
VA FORM 2105                                                                           
               Background Check _________________
MAR 1989                                                                                                         
