Z22UN

ARKANSAS STATE
UNIVERSITY
BEEBE

HEBER SPRINGS + LRAFB + ONLINE + SEARCY

ASUB Standard Operating Procedure — 2402

Standard Operating Procedure Synopsis
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Responsible Officer (RO): Vice Chancellor for Finance and Administration

Standard Operating Procedures Manager (PM): Director of Physical Plant

A. Purpose and Scope

This standard operating procedure outlines the process for employees to request keys for their
building, office, classroom, etc.

B. Definitions

VCFA - Vice Chancellor for Finance and Administration

C. Procedures

To request keys:
1. Employees must fill out the facility key request.

2. Employees must sign the request form.
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. The employee’s supervisor must sign and approve the request.

b

The key request must be submitted to the following:
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a. On the Beebe campus — Physical Plant office
b. On the Searcy campus — Campus Operations office
c. On the Heber Springs campus — Campus Operations office

The key request form is located on SharePoint under Physical Plant.

D. Related Information

Physical Plant - Key Request Form
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https://asub.sharepoint.com/sites/VanguardIntranet/Shared%20Documents/Forms/AllItems.aspx?viewid=16d8874f%2Dc14d%2D47e8%2D8877%2D94191d5876be&id=%2Fsites%2FVanguardIntranet%2FShared%20Documents%2FPhysical%20Plant%2FKey%20Request%20Form%2Epdf&parent=%2Fsites%2FVanguardIntranet%2FShared%20Documents%2FPhysical%20Plant

