Waco Convention Center 
Key Checkout Form
A $150 fee will be assessed on your invoice for keys not returned. Customer signature below indicates your agreement with this charge. Key must be returned to the main office at the end of the event, or you may call our operations staff at 254-640-2565 to turn the key in. 

Customers who receive the key assume the responsibility for locking and unlocking their leased space. WCC Staff will coordinate daily servicing of the locked spaces with event planner/organizer and management. 
	Company/Organization Name:
	

	Your Name:


	Phone:

	Email:


	 
	Check out 

Customer Signature & Date
	Check in 
Staff Initials & Date

	Event Office A - Card Key 

Access Key Number: 

*______________________________


	 
	 

	Event Office A - Card Key 

Access Key Number: 

*______________________________


	
	

	Room:_________________________

Access Key OR Metal Key Number: 

_______________________________
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Call 254-640-2565 to turn your key in!
