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Keyholder & Emergency Details

Attempts to notify keyholders will be in priority as listed below until contact has been established.
Please include STD dialling codes with all telephone numbers.

	Name
	

	Position
	

	Name of site
	

	Address of site

Tel No of site
	


	Keyholder
	Name
	Contact No
	Password

	Number 1


	
	
	

	Number 2


	
	
	

	Number 3


	
	
	

	Number 4


	
	
	

	Police 

Contact No

	
	
	


Person to contact with reports/updates/incidents:

Name:
                




Contact No

                      
_
Email Address:____________________________________________________________

Customer Name                                          Customer Signature_____________________                                        
Date  ___________________

Site Opening & Closing Times
Please provide times for each day of the week your business opens and closes .

By open and close we mean the first person that comes in and the last person that leaves the premises.

This information is required to ensure we can provide the best possible response, at the correct times of the day.

	Day
	Opening time
	Closing time


	Monday


	
	


	Tuesday


	
	


	Wednesday


	
	


	Thursday


	
	


	Friday


	
	


	Saturday


	
	


	Sunday


	
	


Installer/Maintainer Details
Please provide details of the installing/maintenance company information below:

We may need to contact them (duty engineer) out of normal office hours.
	Name of contact


	


	Company name


	


	Position


	


	Address


	


	Telephone no.
Email Address.

	


	Fax no.


	


	Other contact no. (duty engineer)


	


Additional Information
If there is any further information which you feel would be beneficial for us to be aware of, or any other instructions you require us to action, please enter these details below:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Bank Holiday Closing Information
Please complete the opening and closing times for each day below.
By open and close we mean the first person that comes in and the last person that leaves the premises.

This information is required to ensure we can provide the best possible response, at the correct times of the day over the Holiday Period.
	Day
	Opening time
	Closing time


	Date 1


	
	


	Date 2


	
	


	Date 3


	
	


	Date 4


	
	


	Date 5


	
	


	Date 6


	
	


	Date 7


	
	


Christmas & New Year Opening & Closing 
Please complete the opening and closing times for the Christmas period below.

By open and close we mean the first person that comes in and the last person that leaves the premises.

This information is required to ensure we can provide the best possible response, at the correct times of the day over the Festive Season.
	Day
	Opening time
	Closing time


	Xmas Eve


	
	


	Xmas Day


	
	


	Boxing Day


	
	


	27 December


	
	


	28 December


	
	


	29 December


	
	


	30 December


	
	


	New Years Eve


	
	


	New Years Day


	
	


	2 January
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