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Attachment 1, SPP 14-23

	Returned Key Date:




              RIDGEVIEW INSTITUTE

KEY ASSIGNMENT ACKNOWLEDGEMENT

	NAME:
	

	DEPARTMENT:
	

	EXTENSION:
	

	DATE:
	

	1.   KEY #:
	

	2.   KEY #:
	

	3.   KEY #:
	

	4.   KEY #:
	


I have been assigned Ridgeview Institute keys on the above date.  I understand that when my Orientation ends my keys must be returned to Human Resources.   The charge for lost or stolen keys is $10.00 per key. 

________________________________

Print: Name 

________________________________

Signature
________________________________

Human Resources

