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KEY RECEIPT FORM 

 
_________________________________________________________  ______________________________ 
School Site         School Year 
 
 
_________________________________________________________  ______________________________ 
Employee Name        Room Number 
 
 
ACKNOWLEDGEMENT OF RECEIPT OF KEYS/ACCESS CARD 

The keys and/or key card listed below are, and will remain the property of the Newport-Mesa Unified School District.  
Use of these keys is restricted to the facility of issue.  Notify the office IMMEDIATELY if a key is lost, stolen or damaged. 

KEY/CARD# DATE ISSUED DATE RETURNED 
   
   
   
   
   
   
   
   

 

It is your responsibility to keep your keys secure at all times.  Do not share or lend your keys or key card to others.  
Misuse of keys may result in disciplinary action (BP 3515). 

Do not attach anything to your keys that would identify where those keys can be used, examples include labels, school 
lanyards and ID badges. 

DUPLICATION OF KEYS IS PROHIBITED, REFER TO PENAL CODE 469: 

Any person who knowingly makes, duplicates, or causes to be duplicated, or uses, or attempts to 
make duplicate, cause to be duplicated, or use, or has in possession any key to a building or 
other area owned, operated or controlled by the State of California, any state agency, board or 
commission, county, city or any public school or community college district without authorization 
from the person in charge of such building or area or his designated representative 
(Superintendent) and with knowledge of the lack of such authorization is guilty of a 
misdemeanor.   

 

_________________________________________________  ______________________ 
Employee Signature (At time of issuance)    Date 
 
_________________________________________________  ______________________ 
Employee Signature (At time of return)     Date 


