
ACCESS REQUEST 

Keys and proximity card authorizations issued by the UNM-Valencia Police Dept. only. 

Name: Banner ID #: Date: 

Department: Tel. #:  Email: 

 Faculty  Temporary Part-Time Faculty  Staff 

Access Requested: 

Building Name Room # Building Name Room # 

Department Head/Coordinator: 
(for Key Approvals ONLY) Print Name Signature 

Approved By: 
Director of Business Operations or Designee 

(Print Name) 
Signature 

Proximity Card Authorizations (Director of Business Operations or Designee ONLY): 

YES   NO  Date:   By: 
Initial Here 

Lost/Stolen keys or proximity cards must be reported IMMEDIATELY to the UNM-Valencia Police Dept. and 
the appropriate Dean or Director.  A police report from the jurisdiction agency is required prior to replacing 
any keys reported as stolen.  In accordance with UAP 5010 and UAP 1050, replacement costs for 
keys/proximity cards are as follows:  $10.00 for standard keys and $25.00 for sub-master and master keys, 
$15.00 for proximity cards (first occurrence, $25.00 each subsequent occurrence).  Receipt/proof of payment 
(from the Cashier’s Office) is required prior to issuing replacement key(s)/proximity card.  

I have read and agree to the policy, and will return the issued key(s) and proximity card to the UNM-Valencia 
Police Dept. upon my separation from UNM-Valencia. 

/ / 
Key Recipient (to sign at time key is issued) Date 

UNM-V POLICE USE ONLY BELOW THIS LINE

Keys Issued Keys Returned 
Date Issued Key # Hook # By (Initials) Date Returned Key # Hook # Received By 
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