[bookmark: _GoBack]Tenant coordinator enters FMIC request for key with required information such as shown in the below.  (Revised FMIC form with key information). 
1. Enter short description in the space for Description of Customer Request.
1. Enter key information in the space for Extra Description. You may copy, paste and complete required fields. There is enough space (4000 Character MAX) for multiple key requests. 
1. Enter Funding Use Code. 
1. Submit your request.  
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Facility Management Information Center (FMIC) v2)

Request for Building Services

Customer Raquest Date:  05/07/2018
Referance fumber:

Requester Name: SMITH, JOE

Requastar Phone:

Feedback Information

Countys Municpaity: Buing:
| DANE COUNTY. v | CITY OF MADISON v ADMINISTRATION BUILDING

Ficor: [OUTSIDE (NOT ON MAIN BUILDING STRUCTURE) ¥ Location: |_OUTSIDE, OS FLOOR v |

Description of Customer Reque: Request for Keys (xdtionsl information neaded in the soace

- Dept/Division: (required)
- Ocor #: (required)
- Koy T o (f available)

Transfer Kay to (name). Kay Serial #:





