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	Facilities Operations and Development
Utilities
FO2015 Goals Report



Use this form for scheduling doors, alarms, and other devices to open and close at specified times during a calendar week.  The building schedule request is normally updated 5 working days after the request is received.  You will receive a confirmation of your request via e-mail. 

Lock and Key Services does not notify Security and Fire Prevention Services of requested schedule changes.  On university holidays, all doors remain locked and all alarms on, unless requested otherwise.

	 FORMCHECKBOX 
Initial Set-Up

 FORMCHECKBOX 
 Quarter Change
	

	 FORMCHECKBOX 
 Special Request (please specify) ...

     


	Building #
     
	Building Name
     

	Dept #
     
	Department Name
     


	Day
	Time Zone

Refer to the Ohio State Campus Door 

and Schedule Time Zone Listing.
	Door Description

& Room Number

	Mon
	     
	     

	Tue
	     
	     

	Wed
	     
	     

	Thu
	     
	     

	Fri
	     
	     

	Sat
	     
	     

	Sun
	     
	     

	Univ Hol
	     
	     


When a door is unlocked, the alarm is automatically turned off.  When the door is locked, the alarm is turned back on.

	Starting Date

for Schedule
	     
	Ending Date

for Schedule
	     


	Date
     
	Authorized Signature (sign, scan, & email scanned form)
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