GRACE CHINESE GOSPEL CHURCH OF NORTH YORK

	Doc #
	Title
	Rev.

	P09
	Key Control Policy
	A


LIST OF REVISIONS
	Section
	Description of Changes
	Rev.
	Date

(mmm dd, yyyy)
	Reviser

	N/A
	Original
	Orig.
	N/A
	Unknown

	N/A
	Standardization and Centralization of GCGCNY Policies and Procedures
	A
	Nov. xx, 2012
	A. Cheung

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Key Control Policy
 

· All keys will be controlled through the Church Administrator.

· Keys may not be loaned to any person and must be retained in the authorized key holder’s possession at all times.

· Lost/missing keys must be reported immediately to the Church Administrator.

· All charges associated with lost/missing keys, re-keying or replacement, will be the responsibility of the key holder.

· Duplication of keys is strictly prohibited.  Any duplication of keys must be performed through the Church Administrator.

· Keys not required due to changes in responsibilities at Grace Chinese Gospel Church of North York must be returned.

Responsible person in charge of activities (usually persons given security and safety code) should be Pastoral Staffs, Deacons, Zone Supervisors, Cell Group Leaders proven responsible Leaders.
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