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The District safeguards State assets and promotes the security of campus personnel

through appropriate monitoring of access to District property.  This access control policy

addresses all 
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ISSUANCE OF KEYS

All persons issued District keys 



Foothill-De Anza Community College District

Administrative Procedures

Electronic Access

Electronic access is considered the same as keys because it allows access to buildings,

rooms etc.  All requests for electronic access will be handled as those for hard keys.

Upon delivery of the request to the Lock Shop, the access will be activated or deactivated

depending on the need.

The Lock Shop will perform an audit of the electronic lock upon request from the

department (times, dates and credentials used).

Employee Separation from the District / Inactive Employee

Separating employee(s) will return all keys/credentials to the Human Resources

Department or Responsible Person, who then completes the Human Resources Employee

Separation process confirming that all keys assigned to that individual are accounted for

and have been returned to the District’s possession.

Fabrication

Unauthorized fabrication, duplication, possession or use of keys to facilities of the

Foothill-De Anza Community Foothill-

Cali74.nic.4995 cm BT 0.0 1600 0 0 0 
Tc 50 0 0 -50 862.903 1 1421 Tm /F8.0 1 Tf (duplw3412 1 7, ) Tj 0 Tc ET 3411nic 3344995 cm BT 0.0 2 5 0 0Pen74.4995 cm BT 0.0 1 5 0 0 0 0 0 Tc 50 0 0 -50 1916.408 7 3 1 Tm /F8.0 1 Tf (from w3412 1 7 Q q 0.2 3 3 3412 0.2 3 0.2 0 3 344995 cm BT 0.0 2 5 0 0Cod0.4995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
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Tm /F8.0 1 Tf (of )w Tj 0 Tc E059 774.4995462336 0 -5 0 2 3 3 3412 1 7.5 0 0 59 774.4995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 7 7 1.696 1421 Tm /F8.0 1 Tf (facion ) Tj 0 T059 774.499517.3 3 3 1 7.5 0 3 3 3412 1 7.5 0 0 59774.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w Tj 0 Tc E059 774.4995634147 0 -5 0 2 3 3 3412 1 7.5 0 0 59St0.2.4995 cm BT 0.0 1 5 0 0 0 0 0 Tc 50 0 0 -50 1916.408 7 3 1 Tm /F8.0 1 Tf (from w Tj 0 Tc E059 774.49957623 3 5 8 1 7.5 0 3 3 3412 1 7.5 0 0 59059059 17c995 cm BT 0.0 0 8 0 0 0 0 0 0 Tc
5 0 0 0 -50 932.8 0 T98 (to ) Tj 0 Tc
ET Coll Tj 0 Tc Em BT 0.0 0 8 0 0950 1 7 3 3 3 5 0 3 3 3412 1 7.5 0 0 597 ETc995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 7 7 1.696 1421 Tm /F8.0 1 Tf (facion ) Tj 0 T059 774.49953411 2  3 3 3 5 0 3 3 3412 1 7.5 0 0 59ma4.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w Tj 0 Tc E059 774.4995 0.9.32 0-5 0 2 3 3 3412 1 7.5 0 0 5974.4995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 593.796 1421 Tm /F8.0 1 Tf (keysw Tj 0 Tc E059 774.499512 0  1 7 3 3 5 0 3 3 3412 1 7.5 0 0 59reco 77 74.4995 cm BT 0.0 0 8 0 0 0 0 0 0 Tc
5 0 0 0 -50 932.8 0 T98 (to ) Tj 0 Tc
ET Coll Tj 0 Tc Em BT 0.0 0 8 0 0412 2 3 3 3 3 3 5 0 3 3 3412 1 7.5 0 0 5974.4995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 7 7 1.696 1421 Tm /F8.0 1 Tf (facion ) Tj 0 T059 774.499534623 3 0 3 5 0 3 3 3412 1 7.5 0 0 597 4.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w Tj 0 Tc E059 774.4995 55 3 3 3 2 0 3 3 5 0 2 3 3 3412 1 7.5 0 0 5912 0Tc995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 7 7 1.696 1421 Tm /F8.0 1 Tf (facion ) Tj 0 T059 774.4995362 0 1 2  3 5 0 3 3 3412 1 7.5 0 0 59b4.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w Tj 0 Tc E059 774.4995 7.2 3 3 2 0 3 5 0 2 3 3 3412 1 7.5 0 0 59Po500e4.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 1 3 1.2 2 1421 Tm /F8.0 1 Tf (posseon ) Tj 0 T059 774.4995.23412 0 -5 0 3 3 3412 1 7.5 0 0 59DPS4.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w Tj 0 Tc E059 774.4995  An 0  0-5 0 2 3 3 3412 1 7.5 0 0 5974.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1438.936 1421 Tm /F8.0 1 Tf (use on ) Tj 0 T059 774.499520 Q q6 -0.5 0 3 3 3412 1 7.5 0 0 59anc995 cm BT 00 0 0 -50 3 0 0 1478 Tm
/F8.0 1 Tf (Foothill-) Tj ET Q qllow2Tc ET Q
q 0.2 3 3 3412 0.2 3 3 3 5923 3 3412 1 7.5 0 0 59  17.5 0 0 5 0 0 5c995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 593.796 1421 Tm /F8.0 1 Tf (keysw2Tc ET Q
q 0.2 3 3 3412 0 5 3 3400 -0.5 -03 3 3412 1 7.5 0 0 59su059visor74.4995 cm BT 0.0 1600 0 0 0 
Tc 50 0 0 -50 862.903 1 1421 Tm /F8.0 1 Tf (duplw2Tc ET , ) Tj 0 Tc ET 0 03 3 3 1-0.5 -03 3 3412 1 7.5 0 0 59T4.4995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 7 7 1.696 1421 Tm /F8.0 1 Tf (facio2Tc ET Q
q 0.2 3 3 3412 0.2 3 3 3 8 1 3 3 3 5 -03 3 3412 1 7.5 0 0 59ens9955c995 c, )  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 1 Tf (Pers2Tc ET Q
qm BT 0.0 0 8 0 0on,3411 2 0 5 -03 3 3412 1 7.5 0 0 5950 0 59ianc55c995 cm BT 0.0 1 5 0 0 0 0 0 Tc 50 0 0 -50 1916.408 7 3 1 Tm /F8.0 1 Tf (from w2Tc ET Q
q059 774.499512 5 3 3 3 0 0 5 -03 3 3412 1 7.5 0 0 59with5c995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w2Tc ET Q
q059 774.499513 3 3 3 0 -05 -23 3 3412 1 7.5 0 0 59ap.50 0 5 7 74.4995 cm BT 0.0 1 5 0 0 0 0 0 Tc 50 0 0 -50 1916.408 7 3 1 Tm /F8.0 1 Tf (from w2Tc ET Q
q059 774.499515 3413 340 5 -03 3 3412 1 7.5 0 0 59059e4.4995
c, )  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 1 Tf (Pers2Tc ET Q
qm BT 0.0 0 8 0 0o612 0 0 -5 -03 3 3412 1 7.5 0 0 59li75 5c995 cm BT 0.0 1 5 0 0 0 0 0 Tc 50 0 0 -50 1916.408 7 3 1 Tm /F8.0 1 Tf (from w2Tc ET Q
q059 774.499517 Q q9c 50 5 -03 3 3412 1 7.5 0 0 59j ETc995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w2Tc ET Q
q059 774.499518.9.0840 5 -23 3 3412 1 7.5 0 0 59safe 17c995 cm BT 0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) Tj 02Tc ET Q
q059 774.49951912 60 -05 -03 3 3412 1 7.5 0 0 59cod04.4995 cm BT 0.0 0400 0 0 0 0 Tc
5 0 0 0 -50 3 0 0 1 1 3 3 Tm /F8.0 1 Tf (Separatio3412 1 7.5 0m BT 0.0 0 8 0 0.2 3 3 3652 0 0 -0.2 3 3 3412 non-294.4766 c995 cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) Tj 03412 1 7.5 0 0 59 774.49952 0 7412q 05 2 0 0 -0.2 3 3 3412  7 7405c995 c, )  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 1 Tf (Pers3412 1 7.5 0m BT 0.0 0 8 0 0 3 34 1762q 05 2 0 0 -0.2 3 3 3412 74.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1438.936 1421 Tm /F8.0 1 Tf (use o3412 1 7.5 0 0 59 774.499573 3 3 An 0 05 2 0 0 -0.2 3 3 3412  7 74.4995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w3412 1 7.5 0 0 59 774.49952 0 2 0 0 - 05 2 2 3 3 3412 1 7.5 0 0 59sh774.4995
cm BT 0.0 0400 0 0 0 0 Tc 50 0 0 -50 1 0 89.15 8 1 1 3 3 Tm /F8.0 1 Tf (keys3412 1 7.5 0 0 59 774.4995912 0.2 3 0 0 5 2 0 0 -0.2 3 3 3412 no4.4995 cm BT 0.0 0400 0 0 0 0 Tc 50 0 0 -50 1 0 24.20 2 1 1 3 3 
Tm /F8.0 1 Tf (all 3412 1 7.5 0 0 59 774.499510412 2 340 0 5 2 2 3 3 3412 1 7.5 0 0 5974.4995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 593.796 1421 Tm /F8.0 1 Tf (keysw3412 1 7.5 0 0 59 774.499511 19.32 0 -05 2 0 0 -0.2 3 3 3412 4.4974.4995 c, )  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 1 Tf (Pers3412 1 7.5 0m BT 0.0 0 8 0 0 341 Q q 0 0 5 2 0 0 -0.2 3 3 3412 T74.4995
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cm BT 0.0 1 5 0 0 0 0 0 Tc 50 0 0 -50 654.3965 73 1 Tm /F8.0 1 Tf (will w3412 1 7 Q q 0.2 3 3 3412 0.5 3 3 3 860 3 0 5 2 0 3 3 3412 1 7.5 0 0 59 774.4995 cm BT 0.0 2 5 0 0 0 0 0 Tc 50 0 0 -50 947.3616 10 1 8 
Tm /F8.0 1 Tf (retuw3412 1 7 Q q 0.2 3 3 3412 0.q 0.400 -05 2 2 3 3 3412 1 7.5 0 0 599 74.4995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 7 7 1.696 1421 Tm /F8.0 1 Tf (facio3412 1 7.5 0 0 59 774.499510 0 36 0 -05 2 0 0 -0.2 3 3 3412 maintainTc995 cm BT 0.0 0 8 0 0 0 0 0 0 Tc
5 0 0 0 -50 932.8 0 T98 (to ) Tj 0 Tc
ET Coll3412 1 7.5 0m BT 0.0 0 8 0 0 199llo0 30 5 2 0 3 3 3412 1 7.5 0 0 59ser59 c995 cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De )  0.2 3 3 3412 0 0 -33 3 0 3 3 3412 1 7.5 0 0 59numb59  which 774.stamp74.74.d049 7 7 74. 774 cm BT 50 0 0 -50 3 0 0 1 3 06
Tm /F7.0 1 Tf (Fabrication) Tj ET Q 87.5 0 294 467.428 2/ Inactive EmployRESPONSIBILITIESc995 12 0 0 -0.2 3 3 3 3 1 2 7 8 5 2  0 1 2  -0995 cm BT 0.0 0 7 0 0 0 0 0 0 Tc 50 0 0 -50 3 0 0 443
Tm /F8.0 1 Tf (Electr 0.2 3 3 3412 0 0 -93.23 3 34129 1.16671I50 0 59 774.23 3 3412 0 0 -0.2 3 3 3 3 19.950 -0341681-0.95 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 3 0 0 1421 
Tm /F8.0 1 Tf (Unauthorian ) Tj 0
Tc ET Q q 0.2.2 3 3 2 0 Q-2 3 3 3412 1 7.5 0 0 59I50 0 59 774.Tc995 cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) llow ) Tj 0 Tc
ET Q q 0.2 3 5 3412 2412 2 0 Q-0 3 3 3412 1 7.5 0 0 59774.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w ) Tj 0 Tc
ET Q q 0.2 3612 3 3 1 2 3 2 0 Q-2 3 3 3412 1 7.5 0 0 59059 77 7 744.4995
cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) llow ) Tj 0 Tc
ET Q q 0.2 3 8 3411 2 422 0 Q-0 3 3 3412 1 7.5 0 0 5995
 0 0 59 774.4995 cm BT 0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 1 Tf (Person, ) Tj 0 Tc ET Q q 02 0  0 -02 0 Q-0 3 3 3412 1 7.5 0 0 59774.4995
cm BT 0.0 1 1 0 0 0 0 0 Tc 50 0 0 -50 1 8 84.15 5 5 0 1 Tm /F8.0 1 Tf (hard w ) Tj 0 Tc
ET Q q 0.2 3 1 -03 3 3412 0 Q-0 3 3 3412 1 7.5 0 0 59774.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w ) Tj 0 Tc
ET Q q 0.2 3 3 342 0.422 0 Q-2 3 3 3412 1 7.5 0 0 59774.4995 cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) llow ) Tj 0 Tc
ET Q q 0.2 3 2 2 5 2 0 3 3 3 2 0 Q-0 3 3 3412 1 7.5 0 0 5974.4995
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ET Q q 0.2 3 3 3 3 3 3m BT20 Q-2 3 3 3412 1 7.5 0 0 59774.4995
cm BT 0.0 0400 0 0 0 0 Tc 50 0 0 -50 1 0 89.15 8 1 1 3 3 Tm /F8.0 1 Tf (keys ) Tj 0 Tc
ET Q q 0.2 3 3419.920 3 2 0 Q-0 3 3 3412 1 7.5 0 0 59 774.4995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
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ET Q q 0.2 3 3 5 1 2 862q20 Q-2 3 3 3412 1 7.5 0 0 59issu74.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 602.9847 1421 Tm /F8.0 1 Tf (fabrw ) Tj 0 Tc
ET Q q 0.2 3 16 0 3 1 7 2 0 Q-0 3 3 3412 1 7.5 0 0 5974.4995
cm BT 00 0 0 -50 3 0 0 1478 Tm
/F8.0 1 Tf (Foothill-) Tj ET Q qllow ) Tj 0 Tc
ET Q q 0.2 3 3 7 2 2 3 3 3 3420 Q-2 3 3 3412 1 7.5 0 0 597744.4995 cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) llow ) Tj 0 Tc
ET Q q 0.2 3 2 3 2 3 3 3 3420 Q-0 3 3 3412 1 7.5 0 0 599 7i4.4995 c, )  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 1 Tf (Pers ) Tj 0 Tcm BT 0.0 0 8 0 0 1933 3 3 422 0 Q-0 3 3 3412 1 7.5 0 0 59774.4995
cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) llow ) Tj 0 Tc
ET Q q 0.2 3 2Tc33 1 3 3 2 0 Q-0 3 3 3412 1 7.5 0 0 59 774c995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )2 Tj 0 Q q 0.2 3 3 3412 0.2 3 3 2 1 1 2 2 3 3 3412 1 7.5 0 0 59774.4995
cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) llo2 Tj 0 Q q 0.2 3 3 3412 0.9ll59o0 21 1 2 0 3 3 3412 1 7.5 0 0 593412 0 0 c995 cm BT 0.0 0 8 0 0 0 0 0 0 Tc
5 0 0 0 -50 932.8 0 T98 (to ) Tj 0 Tc
ET Col2 Tj 0 Q qm BT 0.0 0 8 0 0 5923 3 1q 02 1 1 2 0 3 3 3412 1 7.5 0 0 5974.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 593.796 1421 Tm /F8.0 1 Tf (keys2 Tj 0 Q q059 774.499560 -02 0 2 1 1 2 0 3 3 3412 1 7.5 0 0 59774.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )2 Tj 0 Q q 0.2 3 3 3412 0 7 5 0 1 0 0 2 1 1 2 2 3 3 3412 1 7.5 0 0 59T Q q 0.2 3 0 0 5c995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 593.796 1421 Tm /F8.0 1 Tf (keys2 Tj 0 Q q059 774.49951042.2 1422 1 1 2 0 3 3 3412 1 7.5 0 0 597.5 0 0 59 774.4995 cm BT 0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 1 Tf (Per2 Tj 0 , )  0.2 3 3 3412 .2 3n 03412 1 1 2 0 3 3 3412 1 7.5 0 0 59059 77Tc995 cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) llo2 Tj 0 Q q059 774.499515q 02 0 2 1 1 2 0 3 3 3412 1 7.5 0 0 5974.4995
cm BT 00 0 0 -50 3 0 0 1478 Tm
/F8.0 1 Tf (Foothill-) Tj ET Q qllo2 Tj 0 Q q059 774.499515 7 0 2 1 7 2 1 1 2 2 3 3 3412 1 7.5 0 0 599 774.4995 cm BT 0.0 1 5 0 0 0 0 0 Tc 50 0 0 -50 1916.408 7 3 1 Tm /F8.0 1 Tf (from 2 Tj 0 Q q059 774.499517412 1 2 2 1 1 2 0 3 3 3412 1 7.5 0 0 5950 0 59 774.4995 cm BT 0.0 0 8 0 0 0 0 0 0 Tc
5 0 0 0 -50 932.8 0 T98 (to ) Tj 0 Tc
ET Col2 Tj 0 Q qm BT 0.0 0 8 0 0 19933m 0 2 1 1 2 0 3 3 3412 1 7.5 0 0 59 774c995 cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) lloon ) Tj 0 T059 774.4995.23 3 2 1 0 3 3 3412 1 7.5 0 0 59sQ 8 7.5 0 2974.4995 cm BT 0.0 0 8 0 0 0 0 0 0 Tc
5 0 0 0 -50 932.8 0 T98 (to ) Tj 0 Tc
ET Colon ) Tj 0 Tm BT 0.0 0 8 0 0 5433 8 2 0 -412 0 3 3 3412 1 7.5 0 0 59I50 0 59 774.Tc995 cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) llow Tj 0 Tc E059 774.499579ll20 -0412 0 3 3 3412 1 7.5 0 0 59mus4.4995 cm BT 0.0 0400 0 0 0 0 Tc 50 0 0 -50 1 0 24.20 2 1 1 3 3 
Tm /F8.0 1 Tf (all  Tj 0 Tc E059 774.49959 q 63340412 0 2 3 3 3412 1 7.5 0 0 59059 77 7 744.4995
cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) llow Tj 0 Tc E059 774.49953347.1 2 0412 0 3 3 3412 1 7.5 0 0 5949 7Tc995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )on ) Tj 0 T  0.2 3 3 3412 .0.2 3 0 0412 0 2 3 3 3412 1 7.5 0 0 59774.4995
cm BT 0.0 1 1 0 0 0 0 0 Tc 50 0 0 -50 1 8 84.15 5 5 0 1 Tm /F8.0 1 Tf (hard w Tj 0 Tc E059 774.499532 0 3 1 0 2 1 2 0 3 3 3412 1 7.5 0 0 59774i4.4995
c, )  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 1 Tf (Pers Tj 0 Tc Em BT 0.0 0 8 0 0 1 0  0 412 1 2 0 3 3 3412 1 7.5 0 0 59 774.4995 cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) lloon ) Tj 0 T059 774.499533 3q 612 2 1 2 0 3 3 3412 1 7.5 0 0 59j ETc995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )w Tj 0 Tc E  0.2 3 3 3412 .59412 2 0 2 1 2 0 2 3 3 3412 1 7.5 0 0 59sh774.4995
cm BT 0.0 0400 0 0 0 0 Tc 50 0 0 -50 1 0 89.15 8 1 1 3 3 Tm /F8.0 1 Tf (keys Tj 0 Tc E  0.2 3 3 3412 .1 2 062 3 2 1 2 0 3 3 3412 1 7.5 0 0 59no4.4995 cm BT 0.0 0400 0 0 0 0 Tc 50 0 0 -50 1 0 24.20 2 1 1 3 3 
Tm /F8.0 1 Tf (all  Tj 0 Tc E  0.2 3 3 3412 .1 34 52 2 1 2 0 2 3 3 3412 1 7.5 0 0 5917.nsfe4.4995
cm BT 0.0 1 5 0 0 0 0 0 Tc 50 0 0 -50 1916.408 7 3 1 Tm /F8.0 1 Tf (from on ) Tj 0 T  0.2 3 3 3412 .92 0 0499212 0 3 3 3412 1 7.5 0 0 5974.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )on ) Tj 0 T  0.2 3 3 3412 2 0 3 3 3 0 2 1 2 0 2 3 3 3412 1 7.5 0 0 59loanc995 cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 593.796 1421 Tm /F8.0 1 Tf (keys00 d ) Tj 0 Tc ET Q q 0.2 3 3 3420 3 3 3412 1 7.5 0 0 59774i4.4995
cm BT 00 0 0 -50 3 0 0 1478 Tm
/F8.0 1 Tf (Foothill-) Tj ET Q qllo00 d ) Tj 0 Tc ET Q q 0412  0.0 2420 2 3 3 3412 1 7.5 0 0 59 774.4995 cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) lloo0 d ) Tj 0 Tc ET Q q 05 0.2 3.2 3 2420 3 3 3412 1 7.5 0 0 5974.4995
cm BT 0.0 1600 0 0 0 Tc 50 0 0 -50 1 5 29.265 1421 
Tm /F8.0 1 Tf (of )o0 d ) Tj 0 Tc ET Q q 05T Q0 3 0 -2420 2 3 3 3412 1 7.5 0 0 59ano4he4.4995
cm BT 0.0 1 5 0 0 0 0 0 Tc 50 0 0 -50 1916.408 7 3 1 Tm /F8.0 1 Tf (from o0 d ) Tj 0 Tc ET Q q 07 3413 8 0 -3420 3 3 3412 1 7.5 0 0 59.50 0 59 77474.4995 cm BT 0.0 1600 0 0 0 
Tc 50 0 0 -50 862.903 1 1421 Tm /F8.0 1 Tf (duplw0 d ) T, )  0.2 3 3 3412 .0.4336 -3420 3 3 3412 1 7.5 0 0 59Ke4.4995
cm B  0.0 0 1 0 0 0 0 0 0 
Tc 50 0 0 -50 863.5 099 10 76 Tm /F8.0 (De ) llow0 d ) Tj 0 Tc ET Q q 01 2 2 3 3 3 3 2420 3 3 3412 1 7.5 0 0 59hol9 74.4995 cm BT 0.0 0400 0 0 0 0 Tc
5 0 0 0 -50 695.6797 1 1 3 3 Tm /F8.0 1 Tf (conf0 d ) Tj 0m BT 0.0 0 8 0 0 1412 7 3 -3420 3 3 3412 1 7.5 0 0 59774.4995
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Foothill-De Anza Community College District

Administrative Procedures

Lost Keys

Employees must inform the department head immediately. Employees must then

complete a Lost Key Report with the District Police.

Deans, Department Heads or Authorized Representatives

Authorization for the issuance of keys to college and departmental staff and 


