

APPENDIX FF

Procedure for requesting final keying
1. The OCR shall provide simple floor plans with final room numbers to the key shop in the following timeframes prior to the anticipated date of core installation:

a. Large projects such as complete renovations or new buildings – 6 months

b. Projects involving multiple departments and floors – 4 months  

c. Small projects involving one department – 3 weeks

The simple floor plans may not necessarily reflect the as-built condition, but will allow key shop to mark-up key types and any changes they need.  Simple floor plans shall be identified as floor plans without construction notes, dimensions, etc. and showing walls, doors and room numbers.  Updated electronic drawings will not be available until the record documents have been received by the University.  Simple floor plans may be provided at the beginning of the project, or when otherwise requested by key shop.
2. The OCR will provide the project number to the key shop via email to allow for proper billing of keying charges.

      3.   The OCR will provide the name of the building coordinator to discuss the keying 
scheme and access needs with the key shop.

4. These procedures will be repeated where a project requires phasing or multiple

separate occupancies.  Each phase and the doors affected will be indicated on a
drawing as outlined in step 1.
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