Date: September 12, 2018
From: Dimitris E. Nikitopoulos ; é\f

Chair, Department of Mechanical & Industrial Engineering

To: Students and nepermanent staff
Re: RefundableDffice andLaboratory Key Deposit Policipr ERAD

The Department dflechanical & Industrial Engineerirttasa $100refundableoffice and

laboratory key deposit policy relative to the issuancaffide andlaboratory keys teligible
individuals including, but not limited tstudentspostdoctoral Ellows, research associates, and
visiting faculty as approved by, and at the discretion of, the Department ThaiDepartment
formulated this policy based upon the successes and limitations of its previous refundable key
andcurrenttoolbox key deposipolicies, as well as the refundable key deposit policies of other
departments in the College of Engineerifgis policy does not apply to tenured/Tentnack

faculty and permanent Departmental staff members.

All eligible individualswho want to be issuekeys toMIE offices orlaboratoriesn the
Engineering Research Annex (ERAD) buildingl be issuedkey(s)according to théollowing
protocolto be adhered to by all eligible perspective key recipients

SetUp Protocol

1. Eligible individualsrequestinga key or keys.submit the MIE KeyRequest Form
(attachedlto theDepartmental Laboratory Manager a designeas specified by the
Department Chaihereafter referred to as teM .

2. ThelLM uses the TIS Application in Mainframe and a TRX Code to ae&190
refundable key deposit to tleigible individualf V % L O O L Q JhsWdpa¥iH ot Q W
up to two keys and if more keys are to be received an additional $100 deposit will be
required.

3. Theeligible individualpays thedeposit atW KH % X U \endfpxingsld printed receipt
to theLM.

4. The eligible individual receives the key(s) from the LM
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Key CheckOut/Checkin Protocoland Rules

1. Key-holdes must never allow anyone to borrow the (&¢¥entrusted to them single
documented violation of thdirective will result in a warning, and a subsequent violation
will result in forfeiture of the key deposit and may result in loss of privilege to hold keys.

2. If anykey that is assigned to an individusldeclared lost by the LMr the Department
Chair, the deposibf the offender becomewnrefundableanddefaultsto the
Department to offset the expenses incurred in rekeying all @ppepriate doorKey-
holdess who have been found in violation of 1. abavere than oncer have declared
their keylost will forfeit their deposit antdave their privilegéo holdkeys revoked They
will have to repeat the process of application, approval and key issue including the
remittance of a new depos#hould they desire to regain the Keglding privilege

3. Key-holdes must never ustheir key(s) to enter roosfor which they have not been
approved per the MIE Key Access Request F@and iftheydo sothey will risk facing
legal consequences associated with breaking and entering.

Protocol to Refund Key Depdsitothe Key-HolderuponLeaving the University
1. Thekey-holdercontacts théM in order to begin the refunding process.

2. The LM uses the TIS Application ithe Mainframe and a TRX Code to send the $100
refunded key deposit to tkey-holderV % L O @hetd 6 WD W
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Department of Mechanical & Industrial EngineeriMjE)
Key Request Forrfor ERAD

| hereby requedtey(s)to access RooIfs)
#
of the Engineering Research Annex (ERAD)

| understandhat that if the kefs) entrusted to mig(are)declared losbr stolenby the LM, or
theMIE Department Chajmy deposiwill be forfeit (i.e.becomesionrefundablé and defaults
to the Department to offset the expenses incurred in rekeying all giphepaiate doors.

| understand that | must never allow anyone to borrow any of the key(s) issued to me through the
present request form.

| understand that a single documented violation efahovedirective will result in a warning,
and a subsequent vitikan will result in forfeiture oimy key deposit and may result in lossnoy
privilege to hold keys.

| understand that, iflose my keyholding privilege Iwill have to repeat the process of
application, approval and key issue including the remittaneenefv deposijtshould | desire to
regain the keyholding privilege

| understand thatrhustnever use my k€g) to enter a roonthat is notaforementioned in this
key request formand if | do sol risk facinglegal consequencessociated withreakingand
entering

| understand thatpon termination of employmeit the MIE Departmentr before graduatin,
whicheverapplies oroccurs first, | will need to contact tihlE Departmento return the key(s)
entrusted to mandrequestherefund ofmy depog. Failure to do so for more than six months
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