Materials Science and Engineering Building Key Issue Form

Name: Home Department:

University ID No.: U Faculty [ Staff [0 Grad [ Undergrad
Email Address: Estimated Graduation Date: / /20
Campus Office: Office Phone:

Home Address: Home Phone:

Advisor/Major Professor Name: Phone:

Authorized Rooms:
Include: O Outside Door [ MSC Open Labs (161, 177, 177A, 178, 208) O Teaching Labs & Classrooms ( 105, 177A, 201, 202, 211, 216, 221, 235, 245, 265, 275)

I hereby authorize issuing keys to the above named person.

Supervisor's Signature:

Print Supervisor’s Name:

I have read § UWS 18.06 (12) and § UWS 18.07 (as listed on the back of this form) of the Wisconsin
Administrative Code. In receiving the keys for this building, I agree to use them in accordance with § UWS
18.06 (12) Wis. Adm. Code and am aware of the penalties for improper use or duplication. I understand that
these keys are for my personal use and that I must return them if I am no longer assigned to the room(s) or to the
building(s) for which they have been issued.

In accordance with § UWS 18.07 Wis. Adm. Code, a fee will be charged for lost keys. A breakdown of the fee
schedule is listed on the back of this form. New keys will not be issued until payment is received. Duplicate
keys will not be issued.

Prior to leaving the department, keys must be turned in and cleared by the Building Manager. Consequences of
failing to turn in keys will be one or all of the following:

1. Retention of degree/diploma.
2. Retention of final UW-Madison paycheck.
3. Placement of holds on grade reports, transcripts, letters of recommendation, etc., at department and

university levels.

I have read the above, understand the terms, and agree to abide by the rules as set forth.

Signed: Print Name:
Witness: Date:
Do Not Write in this space. For Administrative Use Only. Date Entered in Card Reader:  /  /
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Referenced State Statutes

§ UWS 18.06 (12) Wis. Adm. Code --KEYS. (a) No person may duplicate a university key or request the
unauthorized duplication of a university key. (b) No person may transfer any university key from an individual
entrusted with its possession to an unauthorized person, or be in unauthorized possession of a university key.
(c) Keys in the possession of an unauthorized person may be confiscated.

§ UWS 18.07 Wis. Adm. Code--PENALTIES. Unless otherwise specified, the penalty for violating any of the
rules in § UWS 18.06 Wis Adm Code shall be a fine of not more than $500, or imprisonment of not more than
90 days, or both, as provided in Section 36.11 (1) (a), Stats., 1973.

Lost Key Fee Schedule

Room Immediate ~ Delayed Decision to Delay
Category Rekey Cost Rekey Cost ~ Made By

Student Offices §75 Immediate Rekeying Required.

Faculty Offices $75 $25 Faculty Controlling Office
MS&E Research Labs ~ $75 $25 Faculty Controlling Lab
MSC Labs & Offices $75 $25 MSC Director

MS&E Staff Offices $75 $25 MS&E Chair

MSP Offices $75 $25 MSP Chair

Teaching Labs §75 $25 Lab Manager
Classrooms $75 $25 Building Manager
MS&E Copy Room $75 $25 MS&E Chair

Master Keys $75 Immediate Rekeying Required

The following rooms (and only the following rooms) are designated for Delayed Rekeying. Keys lost for these

rooms will incur a $25 charge, all other keys lost will be $75:




