Newcomb Hall Access Request Form
This form may be used to request card swipe access or access through the Newcomb Hall Information Desk. 

In order to receive swipe card access to Newcomb Hall Offices, all of the following information must be filled out by the president of your organization (for student organizations).  Please submit one comprehensive request for all access needs of your organization.  Please keep in mind that individual office access does not automatically allow individuals 24 hour access.  In the interests of your personal safety and security for Newcomb Hall, we ask that you do not request 24 hour access unless the individual truly requires it to fulfill the mission of your organization. Also, due to computer coding requirements, the issue number of each ID is required.  If the incorrect issue number is provided, swipe card access will not work.  For questions regarding issue ID numbers, please contact Business Operations at 982-5166. (Ex. If the ID is the first ID an individual has been assigned, that would be 1st issue, second ID, 2nd issue, etc.)
To obtain key sign out access through the Information Desk, please list the name and email address of each individual.

 Please email completed requests to nh-access@list.mail.virginia.edu
Organization Name:​​________________________             Date:_______________________________
Room #: 

Expiration Date: All access requests will expire May 31st, 2010
President of Organization: 

President’s Email:

This request is for: (check one)  
KEY SIGN OUT     FORMCHECKBOX 

CARD SWIPE ACCESS    FORMCHECKBOX 

	Name
	University ID Number (NEW)
	Door/

Office #
	ID issue

(1st, 2nd, 3rd)
	24 hr access (y/n)
	Has this person had previous access to the request space? 
	Has this person been included on a previous form (this year)?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


