KEY POLICY



Keys are NEVER to be borrowed overnight.  NO EXCEPTIONS.    When you take a key, you place the envelope with your name clip and then return them both to the drawer immediately after your showing.  
If a situation arises which is preventing another agent from showing a property due to your irresponsibility with a key, you will be contacted and the keys must be made available to that agent within 30 minutes or be subject to the following fines. 

1st offense  --- $50 fine 
2nd offense --  $100 fine and loss of office key

3rd offense –   $500 fine
If the agent who is waiting for the keys decides to go to another property first and requires that you meet them at the property instead of the office, then you must do so.  

