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THE UNIVERSITY OF TEXAS AT DALLAS
800 W. CAMPBELL RD.
RICHARDSON, TX
USA
75080
Phone: 972-883-4941
Fax: 
http://www.utdallas.edu/mailservices/CRMSHome.html
A department Cost Center is needed in case of lost lost keys. Please provide Cost Center and signature of employee with Signature Authority. 
Internal Use Only
Handled By	
Key(s) Given
Date
University mailboxes are issued for university business only. Personal use of these boxes is strictly prohibited per Policies and Procedures manual found on the UTD website on page F5-100.2, Section 3.  Failure to follow these policies will result in the closure of the issued mailbox.
 
Each mailbox is issued two (2) keys. 
 
Each additional key is $15.00. 
 
If a key is lost, it must be reported to Mail Services. 
 
If department leaves, it must turn
in all keys.
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