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1. All vehicle keys will be kept in a locked cabinet in the Transportation Department. 
2. A master set of all vehicle keys will be kept by vehicle maintenance. 
3. When staff need a vehicle from the Transportation Department, staff are required to reserve a vehicle on the Vehicle Lending Website 
and to siQn the key out on the Key Siqn Out Form 03-ALL-ALL-0417. 
4. When a key is returned, staff returning the vehicle, must date and initial the Key Sign Out Form 03-ALL-ALL-0417. 
5. If a key is returned when no one is in the office, the key can be placed in the key drop box located on the north side of the Community 
Service Buildino. The drop box will be checked daily for returned keys. 
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