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Key Holder Information – please complete all sections
	SITE DETAILS 

	Site Name:
	

	Site Ref:
	to be completed by CCTV Monitoring Ltd

	Site Address:
	

	Postcode
	

	Tel:
	

	Fax:
	[bookmark: _GoBack]

	

	PRIMARY CONTACT - please provide details of primary contact on site

	Key Contact:
	

	Tel:
	

	Email:
	

	

	WORKING HOURS

	Please outline typical working hours below. This ensures that arming and disarming is carried out at the appropriate times. Should the expected working hours change please ensure that our control room are made aware of this by emailing control@cctvmon.com

	
	Mon
	Tue
	Wed
	Thur
	Fri
	Sat
	Sun

	On Site
	
	
	
	
	
	
	

	Off Site
	
	
	
	
	
	
	

	

	KEY HOLDERS - please provide 4 key holders who are to be contacted in case of incident

	Key Holder 1

	Name:
	

	Job Title:
	

	Tel:
	

	Mobile:
	

	Email:
	

	Key Holder 2

	Name:
	

	Job Title:
	

	Tel:
	

	Mobile:
	

	Email:
	

	Key Holder 3

	Name:
	 

	Job Title:
	

	Tel:
	

	Mobile:
	

	Email:
	

	Key Holder 4

	Name:
	

	Job Title:
	

	Tel:
	

	Mobile:
	

	Email:
	

	

	

	

	24 HOUR CONTACTS

	Please provide details below of any contact who you wish to be contacted should there be an issue on site relating to:  

	Incidents – Intruder seen on site.

	Name:
	

	Tel
	

	Connection – We have lost connection to the site.

	Name:
	

	Tel:
	

	

	SITE PASSWORD / STAFF VERIFICATION

	Where required we can utilise a password for calls received out of hours. This helps our staff to differentiate between legitimate visitors and intruders when a site access request is made.   

	Password:
	

	

	INCIDENT REPORTING

	Please provide details of any staff who you wish to be included in incident reports, updates and any other site specific information. 

	Name
	Email

	
	

	
	

	
	

	
	

	
	

	

	FINANCIAL – please provide details of a primary contact for financial queries

	Contact Name:
	

	Tel:
	

	Email:
	

	Invoice by email or post?
	

	Application for Payment or Invoice?
	

	Invoice Address:
	

	Postcode:
	



Form completed by:
	Name:
	

	Position:
	

	Date:
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