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Purpose:  To grant authority for an individual to access school locations during times when those locations are locked.  Such authorization acknowledges that the individual to whom access is assigned has the authority and the functional responsibility to enter those locations.  The person to whom access is being granted must read and agree to comply with GMC policy restrictions below prior to receiving the access requested.  The form is administered by the Access Coordinator, the Chief of Police, who will record the approval of such access requests and maintain this document in their files.
Restrictions:  
· This facility authorization grants access only to the Requestor named on this form
· Access is limited to the facility approved on this form
· No guests or family members of the Requestor are authorized to enter the facility approved on this form
· The Requestor must ensure that the building is secure upon their departure
· The Requestor is responsible for all damages that may occur during the time of access
Lost or Stolen Cards:
· The loss of a key/access card must be reported immediately to the Access Coordinator by the individual to whom the key/access card has been issued.  Completion of a new form is required.
==================================================================================================
Name of Requestor (Print):                                                                               Date of Request:             				                 
E-mail:                                                                                                                    Phone Number: 					                                                            
Department:   														                                                                                                                                                                                                
Name of Immediate Supervisor:                                                                                                                   				                                                                                                                                                                                                                                                                
Building(s) Requestor Needs Access To:      							                                                                                                                                                                                                                                                             
Justification for Access:     												                                                                                                                                                                                             
                                                                                                                                                                               
Approvals:   I concur with this request, and affirm that the Requestor has been advised of GMC access control policy.
Signature of Supervisor:     								      	   			                                                                                                                             
Signature of Applicable Facility Manager:     								   
(Facility Managers:  Athletic Director – Kidd, Cordell, ITF, & GMC Activity Center; Commandant – Barracks; Assistant Principal – Prep Annex and Jenkins; Principal – Usery; Milledgeville Executive Director – Miller & Boylan Hall; Professor of Military Science – CESL/MSD/Victory Hall; Information Technology Vice President – Wilder Hall & IT Annex, Director of Staff – Old Capital Building) 
Acceptance:  I have been advised of the GMC access policy and am aware of my responsibilities in requesting access and agree to comply in full with the terms specified above and all related school policies.  
[bookmark: _GoBack]Requestor Signature:          											                                                                                                                                                                  
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