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Topic: Proper Handling and Return of Check-in Keys 
 
Dear Team,  
 
I would like to take a moment to remind everyone of the proper procedure for handling and 
returning check-in keys, particularly following a recent incident where a key was not returned 
and was subsequently lost. 
To ensure the keys are properly secured, please avoid placing them in handbags, pockets, or 
other personal items. Instead, the check-in key should be attached to your clothing, such as your 
belt or uniform, to minimize the risk of misplacement. 
At the end of your shift, it is your responsibility to return the key to the designated key box and 
place it in the correct slot corresponding to its number. This step is crucial for maintaining the 
integrity of our key management system. 
Additionally, a new section titled "Check-in Key Returned?" has been added to your daily working 
hours sheet. Please be sure to mark this section whenever the key has been returned. 
 
This is how it looks like now: 

 
 
 
Under no circumstances should the key be taken home, as it is the property of the airport and 
must remain on-site. 
 
 
Thank you for your attention to this matter and for your continued cooperation. 
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