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City and County of Denver

Facilities Management
201 W. Colfax Ave., Dept. 904

Denver, CO  80202

(p) 720-865-8680

(f) 720-865-7585 

	Agency Information

	Today’s Date (xx/xx/xx)
     
	Agency Name

	Department / Division

     


	Agency Authorization

	Name of Agency / HR Rep (please print)
     
	Phone Number of Agency / HR Representative
     
	Fund:                  /      Org:      


	BUILDING
	ROOM / OFFICE #
	LOCK #  / KEY #
	NUMBER OF KEYS REQUESTED

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


To complete your key request, follow these simple steps:
· Print this form and obtain the appropriate signatures to approve purchases (Cost per key is $10)
· Submit to Facilities Management (e-mail: facilities.helpdesk@denvergov.org or fax: 720-865-7585)

                                         


                                         
                   Agency Representative Signature (Required)


                               Date Requested (Required)
Updated: 10/25/10


