Key Control Log

All keys should be kept in a locked key box in the office and clearly identified with tags.

Permanent Key Issue:  Permanent keys may be issued to those who need them on a regular basis.    These keys should be returned upon termination of duties that require the use of the key.

Key To     Checked Out To

Purpose
Checkout Date
Return Date

Temporary Key Issue:  Temporary keys may be issued to those needing them for a one-time event.  These keys should be returned upon conclusion of the event.

Key To     Checked Out By

Purpose
Checkout Date
Return Date

