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User’s Guide on Controlling Locks, Keys and Access Cards

Table E-4. Key Issue Record

 KEY ISSUE RECORD

FROM: ' - . o ~ . |DATE:
Y P e e . [T Depament. .
o P iKey Custodian |

|Requested that
Name .. ~ MilitaryGrade =~ . Employee/Military ID Number
be issued - key(s) to the following areas:

(Identify building number, floor and room number, container, cage.or section, as applicable)

oM. . [or DATE:
. ' Department ‘
-.- {Key Gustodian

T Y ALY

¢ iu oy STATEMENT OF ACKNOWLEDGEMENT OF RECEIPT OF KEY

[ understand that keys issued to-me provide access to the space listed above, Additionally, [ have read and am
familiar with the Key Secprity and Lock Control Program and understand that the following provisions apply:

T o LR IR HATITE SRR A

- a. Duplication of keys, other than those approved by the security manager, is not approved.
IR A YR T A S M )

4

HATE gt

o ‘-‘b.K&yé must remain in my possession at afl times and ma); not be loaned.
< e Upon my'lt.rmis'fer or reassignment, thél keys must be turmed in 0 the Department Key Custodian. - . -
d, Loss of keys must be reported to the aé:tivity police and Key Custodian immediately.
Yo i;s r‘ny }eéponsibility to ensure that a]ll spaces to which I h:a'we"ic-eyé .are'.lo(‘,ked at the end of the day.

[

. Keys are property of the U.8. Government.
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User’s Guide on Controifing Locks, Keys and Access Cards

Table E-5. Key Manufacturing Request

KEY MANUFACTURING REQUEST

FROM: (Shop or Activity) TO: DATE:
Department
_ Key Custodian
Number of Sample Keys , Number of keys to be Job Order Number.
' ' ' ' made
Name of Requester Title (Head of shop or activity)

1. These keys {do) (do not) apply to an area under the department key control.
2. This request Is submitted:
( ) To provide additional keys for a new lock cylinder/core/padiock.

( ) To replace lost/missing key(s) for current lock.
) To prowde addmonal key(s) for current lock.

3 The lock/padlock that this key operates is located in/at:
Building No. ' " Room No./Name

4. The arealroom is used for (office, storage, efc.):

5. Identify contents of the area/room that cause it to fall under the key control program:

To be filled out by Key Custodian

FROM: TO: - |DATE:
Department Key Custodian Key ! Control Off icer o T

Approved by: Name (typed) . _ Slgna'ture'




User’s Guide on Controlling Locks, Keys and Access Cards

Table E-6. Lock Repair/Service Request

Requester

LOCK REPAIR/SERVICE REQUEST

Lock Serial No.

Date

Job Order Number Code

Location

Point of Contact (if different from requester)
:\".-, S e 11! i, NTRIE GRS

i i

Phone

Problem ..~ e s

WORK DATA (To be filled out by person performing work)
) ltem : Time Used
Combination T '
g
Repair
.'i«"l';'\:? y \"!j-[;.‘-'; t ARy

Service ; s

.| Modify
.
Remarks i
Date Completed . Completed By






