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PROPERTY REQUISITION
1. Request for property and/or key access are processed through your director and turned into administration (front desk) for recording and forwarding.

2. Approved Key Requests will be forwarded to maintenance and the work-order processed within 24 hours (administrative).    
3. Approved property requests will be honored within 5 business days whenever possible.  

4. Signatures indicating receipt of said property require that employee be responsible for the disposition of said keys/property, agree to appropriate safeguarding and maintenance, and return when no longer employed/using/needed and/or as requested by New Haven.  
	Your NAME: 


	DATE:

	PROPERTY REQUESTED:

 FORMCHECKBOX 
  Computer  - Identify Needs:   FORMCHECKBOX 
 Word Processing   FORMCHECKBOX 
  Graphics   FORMCHECKBOX 
  Wireless

                        FORMCHECKBOX 
  Printer      FORMCHECKBOX 
  FAX      FORMCHECKBOX 
  Cell Phone  

Other:



	KEY(s)  REQUESTED:

	 FORMCHECKBOX 
 Building (s) ________________________
____________________________________
 FORMCHECKBOX 
 Office (indicate below)

	 FORMCHECKBOX 
 Door

 FORMCHECKBOX 
  Staff   

      Office

 FORMCHECKBOX 
  Petty 
      Cash

 FORMCHECKBOX 
  Meds

 FORMCHECKBOX 
 Other

	 FORMCHECKBOX 
  Autumn          

 FORMCHECKBOX 
 Connie Gayle

 FORMCHECKBOX 
 Debra Lane

 FORMCHECKBOX 
 Durian

 FORMCHECKBOX 
 Elizabeth

 FORMCHECKBOX 
 Pina

 FORMCHECKBOX 
 Lupe 

 FORMCHECKBOX 
 Meadowlake

 FORMCHECKBOX 
 Naomi

 FORMCHECKBOX 
 Orlando

 FORMCHECKBOX 
 Teen

 FORMCHECKBOX 
 Thomson



	DIRECTOR APPROVAL:

	DATE:  

	Work Order Status  

 FORMCHECKBOX 
  Key Completed, date:                  FORMCHECKBOX 
  Property Delivered/Set, date:  

	 Date:


	Employee Acknowledgement:
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