EﬁU Facilities Planning

E%&RNITD% Policy & Procedure #12
UNIVERSITY

TITLE KEYING SCHEDULE, INSTALLATION, AND DISTRIBUTION -MAJOR PROJECTS
OBJECTIVE & To maintain the security and functionality of the University’s restricted

PURPOSE key way

RESPONSIBILITY ACTION

PROJECT MANAGER Submit a Request for Work Order (Attachment “A”) to Physical Plant
Department (PPD) for a Key Schedule at the start of construction.

. Provide a set of floor plans with final room numbers and a hardware
schedule to the PPD Locksmith prior to the Keying Layout meeting.

. Meet with the users (Deans, Directors, and Department Heads); PPD
Locksmith to develop a key schedule for the project.

. Meet with the contractor and Hardware Supplier to review and finalize key
schedule for the project.

. Meet with the contractor and Hardware Supplier to review and finalize key

schedule, that will be issued to the lock manufacturer for production. Verify
with Hardware Supplier keys and cylinders to be sent factory direct to PPD.

. Send Letter of Authorization to lock manufacturer enabling the Hardware
Supplier to order University restricted keys and cores specific to the project.
. One month prior to project Substantial Completion, circulate memo to

Department Deans and Directors with instructions to send key request to
PPD for staff needs and key distribution when building will be occupied.

PHYSICAL PLANT . PPD shall install permanent cylinders after Substantial Completion and take
possession of building.
. PPD shall distribute keys according to requested memo to Dean or

Department Chair for distribution.

CM or GM . Provide hardware schedule shortly after NTP to PM to allow key schedule to
be initiated.
. Install temporary cylinders to half cylinders during construction for

contractor’s and subcontractor’s use.

ATTACHMENTS . Request for Work Order (Attachment “A”)
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REQUEST FOR WORK ORDER

DATE:

PROJECT
NAME:

PROJECT: P#: BR#:

CHARGE
ACCOUNT #:

Authorized Signature Authority

WORK TO BE PERFORMED:

CONTACT PERSON:

ATTACHMENT “A”
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