
  
E A S T  S A N D P O I N T E - K E Y  R E Q U E S T  F O R M  
 
Please fill out this form and fax back to our office at 714.540.6957.  Note that your 
order will not be processed until the form has been filled out and returned.  Key 
copies will be billed at $5.00 per key; re-key services will be billed at prevailing 
rates. 
 
DATE:   ____________________ 
 
NAME:        __________________________________________________________________ 
 
COMPANY:   __________________________________________________________________ 
 
BLDG: _____________ SUITE: _______ NO. OF KEYS REQUESTED:  ______________ 
 
I AM REQUESTING: 
 

   Re-key of door  
Which door?  ____________________________________________________________ 

 
   Copy of existing key 

 Which key?  ______________________________________________________________ 
 

 Special Instructions:  _______________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
 
____________________________________ ____________________________________ 
Signature      Title 
 
 
Received: 
 
 
____________________________________ ____________________________________ 
Signature      Title 
 
OFFICE USE ONLY: 
 
Billable:  Y / N    Change of Status Date:  __________________ W / O __________________ 
 
Issued by:  _______________________________________  Date:  __________________ 


