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- SUBJECT

ADMINISTRATIVE BUI LDI NG MAI NTENANCE AND OPERATI ONS
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC
KEYS, Conti nued

5. Keys may not be borrowed by anyone. Each key issued is intended for use only by
the individual to whomit was issued.

6. Under no circunstances may a key be dupli cat ed.

7. Keys may be returned at any tinme, but all keys nust be returned upon an
enpl oyee's term nation. The University Check-out Procedure shall be considered
as the nethod of returning keys at term nation. Keys returned will be natched
with the key control card. Unauthorized keys will not be honored and will be
confi scat ed.

8. The desi gnated hol der of key(s) is responsible for their security and care. Al
lost or found keys should be reported inmediately to the Physical Plant and the
Pol i ce Department.

9. A $3.00 minimumfee will be charged to the responsi bl e department budget for
each key issued or reissued and shall include the replacenent of broken keys.

10. There is a $10.00 m ni mum charged for each |ost key and this npney cannot be
paid with University Funds.
11. Grand Master, Building Master and Building Entrance Keys are not normally

i ssued to faculty or staff personnel since canpus buildings are accessible at
all times. However, if it is felt a need exists to have such keys, a Key
Request form should be properly conpleted by the requesting departnent and
forwarded to the Physical Plant. (NOTE: Approval by the Vice President for

Busi ness Affairs is required for issuance of G and Master, Building Master and
Bui | di ng Entrance Keys.)
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