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SAFEGUARDING OF KEYS 
Offices, rooms, storage units, and buildings are to be secured and locked when not in use. Keys to university 
facilities are provided only to authorized personnel and are to be safeguarded from improper use. Upon 
termination of employment or change of location, all keys are to be returned to the immediate supervisor. Any 
evidence of intrusion or theft should be reported promptly to the supervisor and to the University Police 
Department. 
 
 

 


