SALTO ACCESS REQUEST FORM
HOW TO COMPLETE ACCESS REQUEST FORM:
· Use TAB and ARROW KEYS to navigate the lines & sections on the Form. 
· Use one line per entry - Add additional lines as needed.
· DO NOT enter multiple Users, Zones or Doors on a single line by expanding the text box.
				
	TRADES (All key holders listed on form must have identical access)

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



	COMPANY NAME:
	EMPLOYEE NAME: 
	PROJECT NAME:
	KEY START DATE
(Optional)
	KEY EXPIRY DATE
(Required)

	
	
	
	YYYY-MM-DD
	YYYY-MM-DD

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	ACCESS ZONE: (24 HR BLDG ACCESS, DEPT ZONES, ETC.)      

(IE: SCI 24 HRS)
	CARDHOLDER TIMETABLE
	ACCESS START:
YYYY-MM-DD
(Optional)
	ACCESS EXPIRY:
YYYY-MM-DD
(Required)

	
	
	
	

	
	
	
	

	BLDG, ROOMS, ELEVATORS & STAIRS

	CARDHOLDER TIMETABLE
	ACCESS START:
YYYY-MM-DD (Optional)
	ACCESS EXPIRY:
YYYY-MM-DD
(Required)

	BLDG PREFIX
	DOOR NUMBERS
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



	
ADDITIONAL INFO
	

[bookmark: _GoBack]




ALL ACCESS REQUESTS MUST BE APPROVED BY YOUR DEPT’S DESIGNATED SALTO APPROVER
	DEPT APPROVER:  
	

	NAME:
	
	DEPT:
	



	AFTER COMPLETING FORM: 

· Use CTRL + A - Select Form
· Next CTRL + C - Copy Form
· Next CTRL + V - Paste Form 
· PASTE Form on a new Email 
· DO NOT ATTACH Form to Email 
· Send Form to security.salto@ubc.ca

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

You will receive an email notification when your Access Request has been completed. 
All Dept’s are responsible for picking up keys and distributing them directly to staff, students or contractors. Do not send students to pick up their key or check the status of their Access Request. 
	 



