
 

 

920 - Keys Operational Procedure 

Purpose: 
 

The Buildings and Grounds Department is charged with the responsibility to coordinate the key 
access and building security procedure. 

 
Procedure: 

1. Each department is responsible for ensuring proper key and building security practices are 
maintained by all members of their department. This includes, but is not limited to: 

 
a. Ensuring appropriate use of key/fob/card(s) to maintain a secure area. 

b. Financial responsibility of $25.00 - 75.00 for re-keying by the respective 
department or employee in the case of lost or misplaced key/fob/card(s). 

c. Return of key/fob/card(s) of a department member no longer needing access to an area. 

 
2. Authorization for key access is provided by using the Key Request Form (located on the 

Core). Upon receipt of an authorized request, Buildings and Grounds will process the 
request. 

 
a. Duplication of a key/fob/card(s), without proper authorization, is strictly 

forbidden and may result in personal financial responsibility and/or disciplinary 
action against the individual responsible for the duplication. 

b. All key/fob/card(s) issued through this authorization process are considered 
property of the College. 

c. The lost or stolen key/fob/card(s) should be reported to the Buildings 
and Grounds Department at 701-224-5790. 

 

3. Supervisors are responsible for completing a Key Request Form for any new employees or 
changes in their department. Master keys will only be distributed to full-time employees 
and only after authorization from the President, Executive Vice President, and/or a Dean 
Chief Officer Buildings and Grounds. 
 

4. The supervisor, dean, or assistant dean is responsible for turning in the appropriate key/ 
fob/card(s) upon official resignation, retirement, termination or transfer to a different 
department. The key/fob/card(s) will need to be returned to the Buildings and Grounds 
Department, before the final employment date. 



 

 
5. When a department is requesting a key/fob/card(s) for another department area, Buildings 

and Grounds will need to have the approval of the department of which is being 
requested. 

 
History of This Procedure: 

 
Policy reviewed by the Operations Council on May 8, 2013, and approved by the Executive 
Council on May 31, 2013; February 21, 2019. Changed to Operational Procedure and approved 
by the President on October 13, 2023. Reviewed and approved by EVP Becky Collins on October 
27, 2025. 



 

 
 
 
 

 

A. KEY HOLDER INFORMATION: Faculty ✔ Staff Student Other (specify): 
Key Holder Name - Person needing key/card: (Last, First, MI) 

 

Employee ID Number: 

 
Date: 

 

Department Name / Number: 

 
Job Title: 

 

 

B. REQUEST TYPE:    Key      Key Card  Reissue of Key(s) (Lost or Stolen) 

 Dept/Bldg Transfer Master 
 

C. ACCESS DETAILS: 
Provide Building & Room No. Only For Buildings and Grounds Use Only 

Building Name: Room Number: Key Code Key / Key Card 
Issue No. 

Duration – Short 
Term or Long Term 

Date Returned 

      

      

      

      

      

      

For Personal and building security, grand and building master keys will only be issued with authorization from the President, Executive VP, or 
Chief Officer Buildings & Grounds. 

 

D. REQUESTOR INFORMATION: (Complete this section if you are a Manager, Supervisor, or other BSC Employee making this key/card 
request on the Key Holder’s behalf) 

Name of Requestor: 

 

Title of Requestor: 

 
Phone: 

 
 

 

E. APPROVALS: (All requests must be approved by the person’s supervisor before issuance.) 

Key Holder’s Supervisor Name: Signature: Date: 

President, Executive VP, or Chief Officer Buildings & 
Grounds: (Required for Master keys) 

Signature: Date: 

KEY/ACCESS CARD AGREEMENT - (KEY HOLDER: DO NOT SIGN AGREEMENT UNTIL KEY/CARD IS RECEIVED) 

• I understand that key/fob/card(s) issued to me by Bismarck State College are the property of the College and I agree to return this 
property as indicated in BSC's Key Policy and Procedure. 

• I agree to not loan, transfer, give possession of, misuse, modify, alter, or make a copy of the key/ fob/card(s). 

• If key/fob/card(s) issued to me are lost, misplaced, or stolen I agree to notify the Buildings and Grounds Dept. immediately. 

• I, the undersigned, acknowledge receipt of the keys and/or access cards designated in Section C of this form, and I further 
understand and agree to abide by the provisions of this agreement and BSC's Key Policy and Procedure. 

 

Key Holder Signature (By my signature I acknowledge receipt of all key/fob/card(s) listed on this form): Date: 

Email will be sent to Key Holder when keys are ready for pick up. Keys will be available for 30 days from time of communication. 
(Rev. 07/16/2025) 

 

 
Key Request Form Print 


