

SALTO ACCESS REQUEST FORM
How to complete Access Request form:
· Use TAB and ARROW KEYS to navigate the numbered lines & sections on the Form. 
· Use one line per entry - add additional numbered lines as needed.
· DO NOT enter multiple Users or Doors etc. onto a single line by expanding the text box
				
	VISITORS & SPECIAL EVENTS (Multiple names on one form must all have identical access)

	☐ ADD ACCESS
	☐ EXTEND ACCESS
	☐ REMOVE ACCESS
	☐ DELETE KEY & PROFILE



	
	GROUP OR EVENT
	NAME: KEY HOLDER
	DEPT OR SPONSOR
	KEY START DATE
	KEY EXPIRY DATE
	DAYS OF WEEK

	
	
	
	
	MM-DD-YYYY
	MM-DD-YYYY
	M
	T
	W
	R
	F
	S
	S

	1
	
	
	
	
	
	☐	☐	☐	☐	☐	☐	☐
	2
	
	
	
	
	
	☐	☐	☐	☐	☐	☐	☐
	3
	
	
	
	
	
	☐	☐	☐	☐	☐	☐	☐
	4
	
	
	
	
	
	☐	☐	☐	☐	☐	☐	☐
	5
	
	
	
	
	
	☐	☐	☐	☐	☐	☐	☐
	
	BUILDING NAME:
	START DATE:
MM-DD-YYYY
	EXPIRY DATE:
MM-DD-YYYY
	24 HRS
	6AM
To
10PM

	1
	
	
	
	
	☐	☐
	2
	
	
	
	
	☐	☐
	3
	
	
	
	
	☐	☐
	
	DOORS:

	START DATE:
MM-DD-YYYY
	EXPIRY DATE:
MM-DD-YYYY
	24 HRS
	6AM
To
10PM

	
	BLDG
	ROOM NUMBERS
	
	
	
	

	1
	
	
	
	
	
	
	
	
	
	
	
	☐	☐
	2
	
	
	
	
	
	
	
	
	
	
	
	☐	☐
	3
	
	
	
	
	
	
	
	
	
	
	
	☐	☐
	4
	
	
	
	
	
	
	
	
	
	
	
	☐	☐
	5
	
	
	
	
	
	
	
	
	
	
	
	☐	☐
	6
	
	
	
	
	
	
	
	
	
	
	
	☐	☐
	7
	
	
	
	
	
	
	
	
	
	
	
	☐	☐
	8
	
	
	
	
	
	
	
	
	
	
	
	☐	☐
	9
	
	
	
	
	
	
	
	
	
	
	
	☐	☐
	10
	
	
	
	
	
	
	
	
	
	
	
	☐	☐


	Additional Info:
	



ACCESS REQUESTS MUST BE COMPLETED BY YOUR DEPT’S DESIGNATED SALTO APPROVER 
	DEPT APPROVER INFO:
	

	FIRST NAME:
	

	LAST NAME:
	

	DEPARTMENT:
	

	EMAIL:
	

	PHONE:
	





	After completing form: 
· use CTRL + A to select Form
· then CTRL + C to copy Form
· then CTRL + V to paste Form 
onto a new email and send direct to security.salto@ubc.ca 
· You are welcome to CC: other staff or faculty.  

	Access Requests are normally processed in 2-3 business days, but may take longer during peak periods

You will be notified by email when your Access Request has been completed. All Dept’s are responsible for picking up keys and distributing them direct to staff, students or contractors

Do not send students to check the status of their Access Request or to pick up their key.
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