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Facility Key Issuing Policy:

Facility Keys are issued temporarily and at the discretion of the executive committee to individuals who are involved with various productions and events at the Vanity Theater.  These individuals may include, but are not limited to: Directors, Musical Directors, Lighting Technicians, Musicians, Choreographers, etc.

Facility Keys are issued to Current Board Members who are in good standing with Sugar Creek Players, Inc. 

All individuals who are issued keys, acknowledge, the following obligations:

1) Keys are not to be duplicated.

2) Keys are not to be loaned to other individuals.

3) Responsibility for ensuring theater -- as well as secured rooms (light booth, tool room, concession booth, costume room etc.) -- is locked upon leaving the facility.

4) All lights and equipment to be powered down (dimmers, sound system, amps, etc.)

5) Thermostats to be returned to ‘standby’ temperatures:  68 F Winter;  Off Summer.

6) Keys that are lost or stolen will immediately be reported to a member of the executive committee.

7) Keys will be immediately surrendered at the request of the SCP President or Vice President. 

	Key Number
	Issued  to:
	Date Issued:
	Issued By:
	Date Returned:
	Returned to:

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Key Number
	Issued  to:
	Date Issued:
	Issued By:
	Date Returned:
	Returned to:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Key Number
	Issued  to:
	Date Issued:
	Issued By:
	Date Returned:
	Returned to:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


DOCUMENT CONTROL INFORMATION

APPROVAL AUTHORITY


	WRITTEN BY
	APPROVED BY
	APPROVAL SIGNATURE
	DATE

	Cicela
	Gillan
	     
	05/10/04


REVISION HISTORY


	REV #
	REV DATE
	REVISED BY
	CHANGES

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


________________________________________________________________________________________________



       Copyright © Sugar Creek Players, Inc.  All Rights Reserved


[image: image1.png]