Crown Colleges Physical Key Card Request Form
Instructions: This form is for individuals requesting a physical access card due to extenuating circumstances. Please complete all sections and submit it to the Help Desk for review. A $25 non-refundable fee will be applied to your Crown Account shortly after approval. To pay this fee, you will need to go to our.crown.edu and click pay my bill, which can be found under the ‘Students’ tab.

1. Applicant Information
Full Name: _______________________________________
Student/Employee ID: _____________________________
Phone Number: ___________________________________
Email Address: ___________________________________
Affiliation: ☐ Student ☐ Faculty ☐ Staff

2. Reason for Request
Please select the reason that applies and provide additional details. Supporting documentation may be required.
☐ No compatible smartphone available
☐ Medical or accessibility need
☐ Other (please specify): _______________________________
Explanation of Circumstance:




3. Acknowledgment & Agreement
By signing below, I acknowledge that:
· I have reviewed the Crown College Access Control Policy and understand that mobile credentials are the primary access method.
· I understand that a $25 non-refundable fee applies for the issuance of a physical access card.
· I agree to immediately report a lost or stolen card and understand that a replacement fee will apply.
· I understand that misuse, sharing, or unauthorized duplication of the card may result in disciplinary action.
Applicant Signature: _________________________
Date: ______________

4. Office Use Only
Request Approved: ☐ Yes ☐ No
Reviewed by: _________________________
Date: ______________
Additional Notes: ______________________________________
