
Cornell Owned Greek Facility is keyed so that all doors are on the Greek Master Key, All 
interior doors with authorized student access are keyed with a building specific sub-master, all 

other doors are keyed to appropriate maintenenance or CIT access masters.

A lockable keybox is installed in a dedicated, Lockable key closet. next to that in the same 
closet, a sequence key block is installed and keyed to hold the facility master.

The keybox is populated with 4 copies of each bedroom key, and an appopriate number of 
copies of each other student access space key for the facility.

A Key set is made including the key to the key closet, the key to the key box, and the sequence 
key for retreival of the master key.  This set is given to an officer of the Greek undergraduate 
organization. Typically the House Manager. In some organizations, a second set is issued to 

another officer such as the President or Treasurer.

At Check in the responsible officer issues bedroom keys to individual residents, and is 
responsible for documenting this exchange.

Is there a key to 
check out?

YES

NO

Check out the key

Begin rekey process

At Checkout, responsible officer retreives key from resident and returns it to the keybox

Is there a key to 
check in?

NO Begin rekey process

YES

Return key to Box on the appropriate hook and document the return of the key.

Responsible Officer enters service request in Maximo to have the 
bedroom rekeyed.

Lock shop rekeys the door and issues 4 new keys, which they store 
in the Key Box.

Annually (typically at the end of spring semester), the responsible officer is to audit all keys in 
the keybox and those checked out.  A record of the audit should be given to the Facilities 

Manager.

When new officers are chosen, the sequence key set is handed on to the new responsible 
officer.  The exchange should be documented.

LOCK OUTS

Resident informs the responsible officer that they have been locked out of their room.

Responsible officer retreives the facility master key from the sequence block.

Responsible officer goes to the bedroom with the resident, and unlocks the door.

Does resident 
have the key?

NO Begin rekey process

YES

Responsible officer returns facility master to sequence block and retreives sequence key set.
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