WEEKLY KEY INVENTORY      BUILDING: ________________
	Room #
	S/D/T/Q
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To account for all  keys, indicate discrepancies from standard key count using one of the following codes:

LO = 
Lock Out (Key form should be on file to verify.)

LCC = 
Lock Core Change (Key form should be forwarded to AD to process change.)

B  = 
Broken or Bent Key (Notify AD for replacement.)

*   = 
Other  reason (please explain)

Circle or hi-lite unexplained discrepancies
