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KEY REQUEST FORM
Use for Authority, tenant, contractor, vendor, project, temporary, reissue, and key-return requests.
	1. Instructions


Instructions: Complete all sections applicable to the request. Requests must include a business need, requested doors or facility areas, duration, and required approvals. Airport Authority use sections must be completed before issuance or closeout.
	2. Request Type


	[ ] Initial issue    [ ] Additional key    [ ] Temporary issue    [ ] Reissue - lost/stolen    [ ] Reissue - damaged  
[ ] Project/construction keying    [ ] Key box/Knox Box assignment

Reissue or special request reason: ____________________________________________________________________________________


	3. Requester and Organization Information    *Required Fields


	Requester name*
	
	Badge number*
(Write N/A if not badged)
	

	Email*
	
	Phone*
	

	Organization/company*
	
	Department/division
	

	Organization type*
	[ ] DMAA employee  [ ] Tenant  
[ ] Contractor  [ ] Vendor  
[ ] Consultant  [ ] Public safety  
[ ] Other: ___________
	
	

	(If Contractor)
Contract project name
	
	(If Contractor) 
Contract project #
	

	Organization Signatory*
(Write Self if you are signatory)
	
	Signatory phone/email*
	


Note: For contractors, vendors, and consultants, identify the sponsoring DMAA department, tenant, project, or contract administrator.
	4. Access Need, Area, and Key Details


	Business need / operational justification:
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
Facility, door number(s), suite, area(s) requested, number of keys:
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
Area type:   [ ] Public/non-regulated    [ ] Tenant space    [ ] Authority space    [ ] Mechanical/electrical/telecom    [ ] Roof    [ ] SIDA    
[ ] Secured Area    [ ] AOA    [ ] Sterile Area    [ ] Access-control override/keyway  [ ] Unknown/Other – Badging office to determine
Requested key level, if known:   [ ] UK - user/operating    [ ] MK - master    [ ] GMK - grand master    [ ] GGMK - great grand master    
[ ] A-Core/control/change key    [ ] Unknown – Badging office to determine


	5. Duration and Return Requirement


	Requested issue date
	
	Expected return date
	

	Duration type
	[ ] Permanent while role requires access  [ ] Temporary  [ ] Project-based  [ ] Daily checkout  
[ ] Other: ___________
	End trigger
	[ ] End of employment  [ ] Contract completion  [ ] Project closeout  [ ] Access no longer required  [ ] Other: ___________


Note: Temporary or project keys should include an expected return date. Keys must be returned when the business need ends, upon separation, transfer, badge deactivation, contract completion, project closeout, or upon request by the Airport Authority.






	6. Keyholder Agreement and Acknowledgement


[ ] I will use the key only for authorized airport business and only for the access approved on this form.
[ ] I will not loan, transfer, share, copy, alter, duplicate, reproduce, photograph, or attempt to decode the key.
[ ] I will safeguard and store the key securely and will not leave it unattended or accessible to unauthorized persons.
[ ] I will immediately report any lost, stolen, missing, damaged, or compromised key to the Airport Authority.
[ ] I understand that lost, stolen, unreturned, or damaged keys may result in replacement fees, re-core fees, access review, administrative action, and/or penalties authorized by applicable law, policy, or agreement.
[ ] I will return the key upon termination, transfer, role change, end of contract/project, expiration of temporary access, loss of operational need, or upon request.
[ ] For keys providing access to TSA-regulated areas, I understand that I must possess and maintain valid airport ID media and required authorization for the specific area and are subject to audit.
	7. Required Approvals


	Approval role
	Required when
	Name / title
	Signature
	Date

	Authorized Signatory / tenant manager
	All non-DMAA requests and tenant requests
	
	
	

	DMAA supervisor / sponsor
	DMAA employee, contractor, vendor, consultant, or project request
	
	
	

	Airport Project Engineer / Contract Administrator
	Project, construction, contractor, or vendor keys
	
	
	

	Airport Security Specialist or designee
	All key issuance, return, lost, damaged, or reissue actions
	
	
	

	Airport Chief Operations Officer
	GMK, GGMK, A-Core/control/change key, exception, or elevated-risk request
	
	
	


	8. Airport Authority Use Only - Validation


	[ ] Business need and minimum necessary access reviewed
	[ ] Requested key operates only required door(s)/area(s)

	[ ] Badge/media authorization verified for regulated area, if applicable
	[ ] TSA-auditable key designation reviewed and recorded, if applicable

	[ ] Temporary duration or return date entered, if applicable
	[ ] Fees collected or waived per policy, if applicable

	[ ] Key receipt issued and signed
	[ ] Signed form uploaded/attached in InstaKey user record

	
[ ] Genetec / InstaKey UID, if applicable #_____________
	[ ] Tenant, contractor, or project sponsor confirmed, if applicable


	9. Airport Authority Use Only - Issuance Notes


	Key Stamp/Type
	Keyway
	Door / area / description
	Quantity
	Notes
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