Town of Orange

392 US Route 302
Orange, VT
802-479-2673

TOWN PROPERTY KEYS

To ensure security of Town Property, all individuals holding keys o Town Office
to town buildings are requested to certify the following: o Town Hall

o Town Highway Garage
By signing below, | acknowledge receipt of key(s) to Town o Other

Property:

(Town Office, Town Hall, Town Highway, Other)

e | understand that should 1 leave office or employment; | will return this key(s) to the Town Clerk.

o | will notduplicate, loan, or transfer this key to another person.

e | will not share any access and/or security codes.

e NO DOCUMENTS OR MATERIALS SHALL BE REMOVED FROM THE BUILDING(S) WITHOUT
WRITTEN CONSENT.

e [understand that it is the responsibility of the Town Clerk to ensure the security of Town Records.
By receiving a key(s) to the Town Office, the public trust is being transferred to me by the Town
Clerk, and this privilege may be revoked at any time by the Town Clerk.

e |understand that it is the Selectboard’s responsibility to ensure the security of Town owned
property. By receiving a key(s) to any of these properties, the public trust is being transferred to
me by the Selectboard, and this privilege may be revoked at any time by the Selectboard.

e | will notify the Town Clerk immediately if | lose the key(s).

¢ By holding this key to the door/lock, | will also take responsibility for assuring the windows are
closed and locked when | leave the building/property and the alarm is set.

Signed Date

Print Name:

Date Key was issued:

Date Key was returned:

Received by:
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