
  

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FORM

•All information must be filled in correctly, signed and dated

•If swipe card access is required  be sure to fill out page two of this form 

SUBMIT

•Attn: Locksmith, Campus Safety Office

•24 Hour Notice is required

REVIEW

•Director of Campus Safety will review all requests

•An email will be sent when key is ready or access granted

Bethel College 

Department Of Campus Safety 
KEY & SWIPE CARD ACCESS REQUEST FORM 

 

KEY/ACCESS REQUESTED FOR… 

Name: _____________________________________ (Print) 
                First   Last      

Bethel ID#: _________________________ 

 

Email Address: ____________________@bethelcollege.edu  

 

Department: ______________________ 

 

Position/Title: _____________________  

 

Key(s) Needed for Building(s): ________________________ Door/Room#: ________________
  

Date of Request: ________________________________ 

 

 

 

Office Use Only 
 
Keys Issued: ________________________ 
 
Date of Issue: _______________________ 

AUTHORIZATION 
 

       Dean or Director of Division  ____________________________  ___________________________ 
                      Print Name                          Signature 
  
    CFO (Grand Master Key(s) Only) ____________________________ ____________________________ 
          Print Name                          Signature 
 
    Director of Campus Safety _____________________________ ____________________________ 
                          Signature                     Date Reviewed 
 

 
ACCESS REQUEST ON REVERSE SIDE 

 

 

 



 
 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 

 

Front

• Front Side of Form Must be 
Completed

Access

• Mark (x) all Areas of Access 
Required for this position

Bethel College 

Department Of Campus Safety 
KEY & SWIPE CARD ACCESS REQUEST FORM 

Administration Building (Huffman) 
__ East Main Entrance 
__ West Main Entrance 
__ Business Office-interior back door 
__ Business Office-interior main door 
__ HR North-interior Door 
__ HR South –interior Door 
__ Student Development Office 

Academic Center Building 
__ Main Entrance 
__ Adult Department 
__ ASL Department 
__ Education Department 
__ School of Business/Soc. Science 
__ Computer Server Room 
__ Phone Room 

Science Building 
__ East Entrance 
__ South Entrance 
__ Room 114 - Lab 
__ Room 115 - Lab 
__ Room 116 - Lab 
__ Room 117 - Lab 
__ Room 214 – Lab 
__ Room 216 – Chemical Storage 
__ Room 220 

Wiekamp/Goodman 
__ Wiekamp Entrance 
__ Goodman West Entrance 
__ Men’s Locker Room 
__ Women’s Locker Room 

The Lodge Dorm 
__ Main Entrance 
__ East Basement Outer Entry 
__ East Stairway 
__ West Basement 
__ West Stairway 
__ Elevator Basement 
__ Elevator 2

nd
 Floor 

__ Elevator 3
rd

 Floor 
__ RD Apartment 

Sailor Dorm 
__ Manges 1

st
 Floor Outside Entrance 

__ Manges 1
st

 Floor Inside 
__ Manges 2

nd
 Floor 

__ Manges 3
rd

 Floor 
__ Manges Elevator 
__ Tuckey 1

st
 Floor Outside 

__ Tuckey 1
st

 Floor Inside 
__ Tuckey 2

nd
 Floor 

__ Tuckey 3
rd

 Floor 
__ Acorn 

Other Dorms 
__ Oakwood Main Entrance 
__ Shupe Main Entrance 
__ Brenneman Main Door 
__ Egle Main Door 
__ Lambert Main Door 
__ Ramseyer Main Door 
 

Other Buildings 
__ Bookstore West Storage Entrance 
__ Art Building Outer Entrance 
__ Ceramic Building Outer Entrance 
__ Sufficient Grounds Back Door 
__ Maintenance East Entrance 
__ Maintenance West Entrance 
__ Baseball Training Facility Main Entry 
__ Baseball Locker Room 
 

Gates 
__ Sufficient Grounds 
__ Logan Village Parking 
 
 

Office Use Only 
Access Level Issued: __________________ 


