NEW COMMUNITY KEY REQUEST FORM AND POLICY

1.  
PARTY REQUESTING KEY(PLEASE PUT FULL NAME & ALL CONTACT INFO INCLUDING EMAIL)


Name:__________________________________________________________________


Address:________________________________________________________________


Phone Number: (h)____________________ (w)_________________(c)_____________


Email Address:___________________________________________________________

2.
PURPOSES FOR WHICH KEY IS BEING REQUESTED: _______________________


_______________________________________________________________________

3.
LENGTH OF TIME KEY IS NEEDED (THIS INCLUDES FOR HOW LONG OF A PERIOD, IF YOU ARE HAVING A SMALL GROUP THAT LAST 8-10 WEEKS, SPELL THAT OUT; ALSO PLEASE LIST THE EXACT TIMES THAT YOU WILL BE IN THE CHURCH FOR WHICH THE KEY IS NEEDED)_______________________________


________________________________________________________________________


________________________________________________________________________

PLEASE TAKE NOTICE OF THE FOLLOWING POLICIES

1.
DO NOT UNLOCK ANY DOORS THAT YOU ARE NOT OTHERWISE AUTHORIZED TO OPEN, SPECIFICALLY, KITCHEN AREA AND OFFICES.

2.
WHILE INSIDE ANY PARTICULAR LOCATION OF THE BUILDING THAT YOU HAVE REQUESTED FOR USE - PLEASE NOTE THAT IF THE LOCATION WAS LOCKED WHEN YOU ARRIVED TO KEEP IT LOCKED AFTER YOUR ENTRANCE INTO THE BUILDING, IF YOU ARE EXPECTING GUEST YOU WILL NEED TO GREET THEM AT THE DOOR TO ENSURE THAT THE DOOR IS LOCKED AT ALL TIMES.

3.
PLEASE NOTE THAT YOU WILL BE ISSUED A SPECIFIC CODE INDIVIDUAL TO YOU THAT WILL BE MAINTAINED BY YOU ONLY AND IS NON-ASSIGNABLE AND THE FACILITIES TEAM CAPTAIN.  PLEASE REPORT ANY LOSS OF THE KEY TO THE FACILITIES TEAM CAPTAIN IMMEDIATELY SO THE KEY CAN BE VACATED AND THE KEY MADE WORTHLESS

4.
PLEASE BE AWARE TO PUT ANY MOVED TABLES, CHAIRS, ETC. BACK IN THE ORIGINAL LOCATION AFTER YOUR USE AND PUT ANY TRASH IN THE APPROPRIATE TRASH BINS TO BE REMOVED BY THE APPROPRIATE CLEANING PEOPLE.

5.
ALL KEYS ARE ISSUED UPON REQUEST ONLY OR FOR AN IDENTIFIED NEED AS DETERMINED BY THE EXECUTIVE COMMITTEE

6.
ALL KEYS ARE ISSUED TO INDIVIDUAL MEMBERS ONLY, NOT “GROUPS” AND REMAIN THE RESPONSIBILITY OF THAT INDIVIDUAL AND ARE NOT ASSIGNABLE

7.
ALL LOST KEYS ARE TO BE REPORTED IMMEDIATELY AND RETURNED TO THE FACILITIES TEAM CAPTAIN WHEN THERE IS NO LONGER A NEED BY THAT INDIVIDUAL

8.
KEYS WILL NOT BE ISSUED FOR USE DURING BUSINESS HOURS UNLESS THE STAFF IS UNAVAILABLE.  THIS IS NOT INTENDED TO BURDEN THE STAFF WITH EXTRA SUPERVISORY RESPONSIBILITIES

 PLEASE NOTE:  YOU ARE ASSIGNED THE FOLLOWING INDIVIDUAL CODE NUMBER.  IT IS YOUR RESPONSIBILITY TO LEARN HOW THE SECURITY SYSEM OPERATES.  IMPROPER USE CAN SET OFF THE ALARM AND SIGNIFICANT CHARGES WILL BE INCURRED.

CODE#______________________

_____________________________



______________________________

REQUESTING PARTY




FACILITIES TEAM CAPTAIN

_____________________________



______________________________

DATE KEY GIVEN





DATE KEY IS TO BE RETURNED

