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Purpose H i
1. To define a procedure for proper control of the Hotel’s office, store, cabinet, respective operation

and Tenant keys under the charge of Security department.
il 7 FE P DAME IR ] AR 22 5 7 ST BRI S S A E L G M. AR P DUE
mCLAE AR

2. To highlight the responsibility and compliance from all the staff for the safe handling of keys and
consequences of abuse.
BT, PRUEHRLI 2 S, 38 oo il A s ) A R A 2R o

Scopeiii [

This procedure applies to all employees and departments.

JT A 51 AR T

Responsibilities B 5% :

1. The Chief Of Security (COS) holds overall responsibility and authority over key control.
T DR 22 S SR A T PG 1 B R 1 A 3 AR AT AR

2. The Assistant takes over the COS’s responsibilities in his absence.
WG R S EAEIER, HBFRE BT

3. All Div/Dept heads and staff are responsible to ensure that this procedure is strictly complied with as
well as to conduct monthly inventory checks of keys under their charge and to correct irregularities.
FHB I T TN R LA SRR ORI 7 2 AT, IFEE & MTE BN H Tl pike s, &
IEARE A

Proceduref2fF

1. Every spare key handed over to Security department for control is assigned a serial number and held

at the CCTV Room. These numbers are listed in a Key Register and together with the spare keys are
kept in the Main Cabinet in the CCTV Room. Respective operation keys are kept at hotel south staff
entrance. They are distributed as follows:

TEAT DR 220 B 1 5 3] 2% RV LR 6 25 b 7 5 T G I = . I 9 5 #1 5I NEH L&
WEF, FicES ST &R — AR R =& AR . H B A R
FIAE B TN DR ZAETEAL, B AR F .

Location}t f5 Person in charge Remarks &3

RAEA
CCTV Room Duty CCTV guard Spare keys are complied with double lock
= M E IR management, spare keys can not be used unless

emergency. Spare keys kept in CCTV room and
sealed envelope to be opened only upon approval
from COS.
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MBS B % AL R 2E A TR . AR
Ja 28 R A B Sl s ARG &
FIIFHT, IR OR 2 B E T R R
F/O GSM As above.
BT &6 RIS E il
Security Shift at Duty Guard Withdrawal and return of any key from the South
South Staff MR Staff Entrance must be recorded in the Key
Entrance Movement Logbook. Approved staff in the list
(Respective provided by Div/Dept Heads can draw only their
operation keys) respective operation keys when they are on the
L PR ZAE duty roster.
yEab CHEENE MR TN DA ERHR, IR E H &
HRALEA R AT B . R & AR R R S B B T
A DL BB R AH R

» Spare keys are complied with double lock management, controlled by CCTV room and F/O, the
spare key cabinet can be opened only use 2 keys together. In general, the spare keys are not
allowed to use.

WS & FAHRL XU B, a4 3 AT AT T30 &% 4 B — 4, P AH RU [RI IR FH A Re 8 4T T 4
HASE, EHEAHEY; @EERATEH.

» Spare key cabinet to be opened only upon approval from COS only in an emergency, and “spare key
use requisition” (attachment 3) must be filled up.
This procedure is not applied to the tenant.
M NLIERRZ R NRE, FRES (RS EHHRHRIER) g , 7]
FT I 008 B £ AL AE s 8 R AL SR A 8 FHAHRL GRALRG 7 & HEHRL) A& H LR

» Access keys under the charge of Security department are kept in the Key Cabinet at the staff

checkpoint for daily operation use. Staff withdrawing such keys must be listed in the approved
Div/Dep. heads listing for key withdrawal and duly endorse the withdrawal before a key can be
handed over by the Duty Security staff. Unlisted staff will not be allowed to draw any key unless the
respective Div/Dept. Head or the MOD endorses the withdrawal.
DU T TR A AL B 1) H B 5B 8ARE, S E IR Z YRR A 5T ANt 5T. &Rl )%
FIH T WAL R T2, WA 25 ER a1 A LU s PRZe30 9B 5 TAEAS
HEARLZ AT b BT E il . RELBZIIPRATARFINAY; FHRBREFHERX
IS BB DA LB JEEIE L S HEHE

2. Movements of all keys shall be recorded in the “Key Register Form” (Attachment 1) and endorsed by
the approved recipients. Part-timers, Trainees and Contractors or any hotel staff member are not
allowed to draw out any key unless permission is obtained from the COS or in his absence, superior
hotel management or MOD.

& BHENIRAL A PHRE ST, FRLIE CBHRLEICER) W7 B (k) IF A T A &L
YUE TN BhRIL. EIERACEHARFEPEMATBAAY, RIEFIRZEEN
L, RELSENEER, HEEER X EEESBEEEREEME.
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NOTEYE:

Key Tag number must be checked by the end of duty shift and endorse on the key register form. Once
found that is not recorded as returned check shall be recorded in the blank space provided in the Key
Register Form and follow up.

R RPN, BEIR A ST NFRE AT AR A, TR RUE R, MR ES RS KINEH
RV R 100 % B R S i 5%

Draw out general store key in an emergency, implement the regulation of general store issued by
Finance Dept in 2000.
REEHEGHR, PATIEI 5 T20004E T~ K K6 T B 2IF A SHUE .

3. Every department head will assign staff who must be listed in the approved Div/Dep. heads listing

for key withdrawal for key collection from south staff entrance. The listed staff will be allowed to
collect their respective outlet operation keys daily before work commences with uniform and name
tag. Approved staff who collects keys must be on the approved official duty roster before being
allowed to draw the related key. Every department should update this list and submit to security
department where necessary. Keys drawn from Security must be returned after the duty period
ends or at the end of day as the case may be.
FABIIIRYE TAE TR 248 € N RAERER TAE R R, 350 TH A DR ZAE YRR S IV AR L
s REXBAIG T, FLH, WL, HARETTHERPEICYPEN G, A G BRI ST
PRI RT AR AL o A B ST ) B R I B SR AL ) 2 T4 R, IR B2 ORER . & AL
BHRE AL ZIAE TAE 25 3 B AR S PR 00 S ) I3 8 fR 22355

4. Responsible person of every department must report any missing or damaged key immediately to

the Security Department, a report form must be completed by the outlet Supervisor and submit to
security shift supervisor or responsible person of duty shift. An investigation will be conducted and
immediate preventive measures shall be taken to secure the area or change the locking devices. The
incident will be reflected in the Security logbook and informed to the COS or security manager and
MOD for follow up.
WA AR B R ECE BIAME DL,  DTAERB TN G2 BRI 5 PR 228, AT EE L LA RS H
FifFak s, IERLESE FESRZIER TN, FFE AT A B A7 20 R BT it
PATRAEAR R X ) 22 4, B SL AT R BOR BB B SRR NS AR 2280 TAE H A&,
TR RN IR 22 el B B DL S S B R 20 B R AT BRE

5. Broken keys or damaged lock devices shall be taken into custody and referred to the COS. Security
Department should physically go to the scene analyse the reason of key missing, after confirmation
by Security Department the applicant department should fill in the lock requisition to get approval
of GM. The employee who willfully damages such items will also pay related costs and may be given
misconduct or transferred to the judicial organ for handling, depending on the gravity of the case.

T 51 ) BH R B R BRI IR B OR IR A% ST, R4 e TS Bt 3 e
TEH, HESHAE. ESHASE . HEANR, B EHRIEFHASR ™ E IS TiEL s
B AENLOC AL 3L
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6. Any employee who duplicating of hotel assigned keys or installation of unapproved locksets by
anyone is prohibited and will result in disciplinary action being taken. Once caused loss and serious
influence, will be dismissed immediately or transferred to the judicial organ for handling.

PR AR B SHIEE R B REUR, — BRIV ZRNELA I, 18 B A
RS S BT R B AE FVEAL G AL B

7. TENANTS/AHL%

(1) Tenants will purchase and install the hotel standard locksets for their main doors in co-ordination

with our COS in advance. A Tenant spare key for each shop or office tenanted under the hotel
charge must be handed over to COS by the hotel FC on behalf of the tenant on the commencement
of the hotel agreement with the tenant. In the presence of the FC, DOR and FOM, COS will seal this
Tenant spare key into an envelope, crossed with the signature of COS, FC, DOR and FOM. Deposit
this into the safe-deposit box at the Front Office for safe-keeping.
T ARCREL B LR AT S OR 2 BB vAE, W] DL E AT S R R A S R A B . (R AR R
JE BT Ros X A, HAUAE 5 AR RS P AT M T, S 0 5550 e s B AR R, R
PR TR AVE, HAMBE S ISiih:. RESEEM S, B, siTam L,
WE RS AR NGRS [, RZ28E. WS, ek, fiiTaMRE%4 .
IAE B ARAFAERT T AP A B IRIGAR N

(2) The Safe Deposit box key is sealed in another envelope with the signature of the COS across the
opening flap and kept in the Main Cabinet at CCTV Room. Only the COS is allowed to draw this key
from the CCTV Room unless an emergency situation requires another person to do so after due
approval from the COS.

TRE A AHRC BB AE ) — MEE N, IRV S 8855 7 ORAFAE I 428 = 10 25 F AL AR L .
JEW B R B — NE RN E U R A, BofEoL T, DA IR 2 i 1)
FISkHtbote, 4 mr Dk HoAt A AT A AR

(3) A tenant is allowed to check their sealed envelope or break the seal when they wish to conduct a
spot-check on their Tenant key kept in the sealed envelope placed in the safe deposit box. The
breaking of a tenant’s sealed envelope from the Safe Deposit box must be witnessed by the
FOM/DOR, Security Shift Supervisor/Manager and the requesting tenant after the COS opens the
safe deposit box. The incident must be logged in the Tenant’s Spare Key Management Record
(attachment 4) at the safe deposit room, with the date & time and signed by the requesting Tenant
and the witnesses present.

L SR AR 7 AER B A A 147 TR DR B AE v S B A7 PRI, AT DL e VA T A {5 B A9 T I
B, UIRELETTIRRAG G, LAOARTT AR/ 555 S PRSI B /A AR
FLES A T UFT G & I BRI T RBAE ) R RS & AR E B SR ERD)  (ivtks
)y Bl WAEHL BE, AR S H AN LA IR N E T

(4) At the last week of every quarter, the COS/Security Manager & FOM are also to verify and test the
Tenant spare keys with the locksets at the respective shops and offices. The checks shall also be
recorded in the “Tenants Key Management Form”. Discrepancies must be recorded and resolved
immediately with the tenant and reported to Management.

TG A, RSB SR T 2 B A & AL I IR b A A A = 1 % B R
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(5)

(6)

(7)

(8)

(9)

PR DL A AT LB RAE CRALR & AL E BHC R R) . AR = i R
FEILZ SRR I RO, RIS VAR B

There are four (4) conditions which allow the hotel, after approval from the GM, to break the sealed
envelopes and access into a tenant’s premises without approval from the tenant. This disclaimer
must be specified in the Tenant Agreement to dislodge the hotel from any liability:

FEIP G S BRALAE IS DL, DUR DY 38 15 75 T LAST RIS FH AR RS & FAHRL, A& 7R
7[R e NARATI IR A 2 o I B T3 P WY A6 25T AR 7o B R 5 B«

Fire ‘KR

Flood #t7K

Major disaster or Repairs B KK B[54

Default or Termination of Tenant Agreement 33 [z B 2% 1 A&H /& WX

When tenants change their locksets, a duplicate key should provide to the hotel COS, the hotel
reserves the right to demand a duplicate key for the existing lockset. If this is ignored, the hotel COS
will communicate with FC, officially written inform tenant of this requirement, proceed to dismantle
the existing lockset to ensure compliance of the key control system by the tenant. All related costs
will be automatically charged to and borne by the tenant and specified to them in the hotel Tenant
Agreement.

AR B 750 & AR S T IR 22380, WS ACESR IS A B R I SR . A E
5, RZEER S S IEE, mAMHRE R AR, B3R R U DR AR R
TEHRE BRE Y . FrA A OGO B Sk el AR R R R H,  FF e sk I Z0FE 0 ) 5 7 R R 21T
{R7I NG RPELE

If there is an urgent need to gain access to a tenanted area, the COS’s permission must first be
secured by the Security Shift Supervisor and the tenant informed. However, if the tenant cannot be
present and if the urgency is immediate, the hotel GM/DGM must be informed and the presence of
FC, MOD and FOM/DOR are required as witnesses when the premises is accessed by the COS.

AP SRR RSB A, YRR B L AUEAEAS () 22 S8 1 [F) 2 i A
AR . (HW A AR HIENES, ZEMRE DB aELREH, DA 55 5 i 5k
HPEL TR T A BB 55 55 MR E I WAL R, J7 Al 3 N AR X 35K

Under normal circumstances, before breaking a Tenant key sealed envelope, the COS and respective
tenant must be informed of the reason and be present at the site. The Security Shift Responsible
Person/Security Supervisor or COS shall open the required sealed envelope from the safe deposit
box to withdraw the Tenant key in the presence of the tenant, FOM/DOR or the MOD. Only the
relevant shop or office key can be drawn.

WHEEOLT, ST TR R RS B AT, PRZ SV N G R AR 7o 2 200 75 e B J& DA L
WAHEYy o RZIBILR A TT N/ IR % F B B S B AR . BT &R/ 5 55 A I el (a
LA, AOREAE A B 5 AR R R, I A BB A OGN B S Bl A =
[RIEHRL .

The movement of a tenant’s keys must log into the Tenant’s Key Management Record at every time.

AR B AL BRI P PR el AR ZIC N AR R 48 A L D R
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(10) The procedure for Tenant key deposit to the safe deposit box and main cabinet must be
repeated every time the sealed envelop is withdrawn or used.

B IRATIHE B HUH AR R PRL AR 2B AT A7 DR B AR AT 25 F B RL AR AR G RE /7 o

(12) Where tenanted premises are to be locked out by the hotel, the FC will officially inform and
accompany the hotel COS to the premises. The padlock will be installed and keys kept by the hotel
COS and released only when approved by the FC/GM.

WA JE J7 7 AR X I B, 55 S R A R, RS R OR 2 B — i BB,
Rz SV HBIFRAEARL . RE 55 S e 4 B J5 T AT 4

8. KEY DUPLICATION AND LOCKSETS %H it 1ty & | fn i HL 4 £

Any request for duplicating Room, Cabinet and Tenant keys or replacement of locksets must be
informed to and prior approved by the COS. A ‘Key Duplication Request Form and Key/Lockset Request
Form’ (Attached 2) must be filled in and handed over by the respective Department Head or tenant to the
COS at least three working days ahead. Also the Key Duplication Request Form should get approval of
COS and GM, at last the form will be handed over to Engineering for the work.

STHIATAR 55 B]  HEPAE R R B DX S B e B e LA L), AR S S s RN IR AR DR 22 B T R
, HEHR/BEES] PRERIER (), NMAIRET=ANTA/EH, BRI 07 AT
WA, FELERZOE . DL THNES 82 TS

Request forms will be processed soonest possible and costs charged to the requesting department or
tenant. Duplicating of hotel assigned keys or installation of locksets without the formal approval is
prohibited.

WA 58 BUHARL RE IR S A RedR e M ], 28 G N IS8T B 7 o P EER A VF AT AL
ST AL AR R B e e AL

On completion of the work request, the Form will be endorsed by the requesting department or tenant
and kept by the Engineering Dept for above one year.

BURARBERG, HE T BOR A 7 57 N TR A FE B AT AR A, HE B AR A ST AR
frEb—FL b

9. OUTLET WORKING KEYS &\l 54 FH 4H i

The keys are divided into two categories :

Bl IR 7 PR

Type A : Providing access to room and secured cabinets which hold items of significant value to the
outlet.

AR ST T BB T 1A BT B s TR 1] B 22 A MR (R A R o

Type B : Access to room and cabinets which hold common operation items of the outlet.
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BAfr:  FTITAF B 8 Ml DXk P o 5 18] 171 B A AR A

All cabinets that are accessed by the two keys must be checked and secured by the shift leaders every
time when taking/handing over. Type B keys must be kept in the Type A cabinets and all items secured
and accounted for.

DL b AP REAE B — IR A /28 iy, AHOGEB T T 4 BE A TR NEDA AR Y, TR 4. BREHRLAF I
TEAFPERRLIIBEAE 3B ORAE, TERIERE

Type A keys must be sealed in an envelope and crossed with the signature of the shift leader or Outlet
Manager, before handing over to Security at the South Staff Checkpoint for safekeeping at the end of
each shift.

AMEHRE DL ARG 3, &SR] S BE00 07 N BT ) S B 48 25 AN, FE R IR TR
LHEE G Tl IR ZEHRAAE H M E N 5.

The shift leader handing over the keys to Security at the end of each day/shift will be responsible for the
correctness of keys in the sealed envelope and items secured in the locked cabinets must be
undamaged.

[F] DR 2 BB AC HEAH AL I &80 1) AP 53 NAERE R /R ERIR TARSE RN, 20 OR AFAE15 B IR B R
CLIBRAE P Ta) . BB AE A i IE R E /A I, K AR IR 3 54T .

The envelopes must be intact, duly signed and recorded when handing over. Any tampering or
irregularities must be reported immediately to the Security Shift Supervisor. Shift leaders of every
department who are on the duty roster may only draw keys for their respective outlet.

{5 EEATFL I 20 52 B TR I A AH N 2 AL SR, AR ERIA B E B A, # L AL 2R 5 fR
AP TE . BT AP PER A 5T N R e ST T e #B 1] A A L

GENERAL & JUI

Department heads should formulate their departmental key control procedures for use of internal
working keys to track the movements of keys and record of users within the department/outlet.
FRBITE N . BB OREH AL BEAR PP AEANER T AR B AR, DA AEASES T AR R ) A FH A %
IEH AT

Div/Dep Heads are responsible for the security of their own offices, cabinets and items therein if they
chose not to deposit Access keys to Security for control or safekeeping.

IR VA H5 M 4 AH DGR R A Bk 22 30 BRERORAR,  WUARER ] 47 3 A6 e s ). M A 16 e
YA T

Irregularities and infringements of the hotel Key Control Policy & Procedures must be reported to COS
or his assistant immediately for the appropriate follow-up or investigation. A Report shall be prepared
by the COS to GM for record and action to be undertaken.

A S5 Y s A R R P IR I 155 0 S ST 24 o & PR 22 S A UHL B T DA SIZAT 3 24 11 R i Tt
AR . PR EE R ALS B IR S, PAME IS SR U it .
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Attachmentsfif4
1. Key Register Form £RL &0 %
Key Register Form
HOR B 2 R
Shift Returne Shift
Drawn by | P.R.No. | Time guard Returned P.R.No. Time dQTyY guard
No. Type of keys QTY of key | AWHLE AT out H YT by H it AT inl=ik RSB {HPE
s | EHALIRI R A w4 -5 SUHETE | R i -5 B ] s R
1 R 3
2 H AE I 16
3 WIirnzE |9
4 LR 2
5 AR 7
6 ITHHEE 23
7 INET 5
8 FR TSR 23
BRI
9 = 4
10 | k)5 2
11 B 5
12 55 S 10
13 A7FJ5t 5 1
14 B3 5 13
15 20FEJT 2
16 i L rE ]
17 HEL A 5 4
%
E
=
O
O
L
>
T
O
o
<
Z
z
~
8 N
©
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2. Key Duplication Request Form and Key/Lockset Request Form

PIRLBTR E K. PR Hig s

KEY DUPLICATION REQUEST FORM

PR Bl B i

Date H #i:

Key to be duplicated 75 & il £ &t

Serial No:

Number of key(s) required T 7= #H 2L [ 5 &

Requested by (Name) iGN (E4) -

Department#| ] /Tenant#&KFH A : SectionZ3# 1]

Staff No. 2 . K5 :

>t

Reasons for key duplication® il £ &b it Ji [A]:

Acknowledged by (Name)#iih A\ (%:4)

Signature 244

(Head of Department i 4 FH)
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(Part Two — reverse page)

ACKNOWLEDGMENTHfIA

Approved by CSOfR % = it i

Signature?544:

Approved by DFAIA 5% i W it #E:

SignatureZ:44:

Approved by HGM L 2 HHEAE -

SignatureZ:44:

Key(s) Duplicated by% =t & il A :

No. of Keys#H L& :

Date Completed5¢ /i H #:

Key(s) received byt 3%

SignatureZs44:

Departmentiifi|]/TenantZ&K LA :

Date & Time H H&IF}[H]:

Staff No. =5
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B E AR/ G B

Lock Requisition

FENOOHA/M O H/D

FIEH] Hig A

Dept. Application

IYE- I

Reason

FHE R 1] B W 25 44 /Applicant Dept. Mgr.Signature: H #fi/Date:
22 M 25 4, /COS Signature: H #i/Date:
B/ 54 4 /GM/RM Signature: H #fi/Date:

3k 3k 3k 3k sk sk 3k 3k 3k sk ok 3k 3k sk sk sk 3k 3k sk sk 3k 3k sk sk ok 3k sk sk sk ok 3k 3k sk ok 3k 3k sk sk 3k 3k sk sk ok 3k 3k sk sk ok 3k sk sk sk 3k 3k sk sk 3k 3k sk sk ok 3k sk sk sk 3k 3k 3k sk ok 3k 3k sk sk 3k 3k sk sk 3k 3k sk sk ok ok 3k sk sk sk 3k 3k sk sk ok ok sk sk ckok sk sk k-
3k 3k 3k 3k 3k sk 3k ok %k kokok ok

TR I 250/ COE Receiving: H }i/Date:

YN DR 22 3 s 5%
Repaired By Sec. Check
PRHE#E TRz S EH RIS
Material Used Key Handover To
HIE

Remarks
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3. Spare key use requisition (in an emergency)
KRGO E & HLHER
FIY H/m H/D
FRIFHBI] g A QU AR AL
Dept Application Location
A iR A
Reason
HIE T /& B HRRREH
Application Dept Head GSM
Chief of security/Mgr
% VE/Remarks
TR D AT G AT, 55 RS FRAT (3 45 FH AR RL 1 R
MOD during chief of security and security manager’s absence is responsible for the spare key management.
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Tenant’s Spare Key Management Record
AR RS 2 AR HE R 3R
Date H #: Timelf ] : Area®Bfr:
COoS FC Tenant
Rz Wt 55 i i R P
DORJH 45 M A Witness
FOMEJT &3 AEN
Detailed record
TE L3R
13
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	Spare keys are complied with double lock management, controlled by CCTV room and F/O, the spare key cabinet can be opened only use 2 keys together. In general, the spare keys are not allowed to use. 酒店备用钥匙为双锁管理，监控室和前厅部各负责一把，两把钥匙同时使用才能够打开备用钥匙箱，拿出备用钥匙；通...
	Spare key cabinet to be opened only upon approval from COS only in an emergency, and “spare key use requisition” (attachment 3) must be filled up.   This procedure is not applied to the tenant. 紧急情况必须征得保安总管的同意，并需填写《紧急情况启用钥匙申请表》（附件3），方可打开双锁管理的备用钥匙柜；启用租...
	KEY DUPLICATION REQUEST FORM

