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MORALE, WELFARE AND RECREATION DEPARTMENT INSTRUCTION ####
Subj:  INTERNAL KEY CONTROL PROGRAM

Ref:  (a) (input your local base instruction guidance)
Encl:  (1) Key Control Register/Inventory (BASE FORM ####/#)
1.  Purpose.  To promulgate procedures for key and lock control within the Morale, Welfare and Recreation (MWR) department and to establish a strict internal key control program.

2.  Scope.  This INSTRUCTION applies to all personnel within MWR Department.  Included within this program are all keys, locks, padlocks and locking devices used to protect or secure government facilities, assets and supplies within MWR.  Not included are: keys, locks, and padlocks for convenience, privacy, administrative and/or personal use.

3.  Key Custodians.  The MWR Director will designate, in writing, a Primary and Alternate Key Custodian who are responsible to the (BASE NAME) Key Control Officer for all keys issued and controlled within the department for each building.

    a.  The Key Custodian will sign for all keys, locks and padlocks issued to the respective Buildings of the Department by the Key Control Officer.  Requests for additional key or locks will be in writing, from the MWR Director to the Key Control Officer with a copy to the Key Custodian.  Requests will include the key series, quantity and sequence numbers of keys required and location of core operated by requested keys (or location where core is to be installed or exchanged).

    b.  Keys will be issued only to personnel with a need approved by the Key Custodian.  Convenience or status is not sufficient criteria for issue of a MWR key.  Keys will be issued by the Key Custodian using (enclosure (1)) only.

4.  Key Inventory.  All keys will be inventoried at least quarterly by the Key Custodian and annually by the Key Custodian and Key Control Officer.  All inventories will be recorded on enclosure (1).  A memorandum will be distributed announcing the inventory date(s) and location for personnel issued a key.  Key holders will report to the Key Custodian with their assigned key(s) on the date(s) and time at the location specified.  During the inventory, key holders will sign for all keys they retain for the next quarter.

5.  Accountability.  A continuous chain of accountability is required at all times.  At no time will a key holder lend out, share or give their assigned key(s) to any other person except the Key Custodian or the Security Officer (insuring a written record of receipt is completed).

    a.  Extended TAD or Leave.  Key holders who will be TAD or on leave for an extended period exceeding ten days or during a scheduled inventory, will return their key(s) to the Key Custodian to be reissued when they return.  If additional personnel need access to the spaces during this period, the Key Custodian will issue the appropriate key to the approved personnel.

    b.  Temporary Issue Keys.  Keys required for maintenance workers, janitorial personnel or emergencies are maintained by the Duty Watch Desk in the Security Office and may be issued when required by documenting the key issue and return, contact Security at X4256.  This documentation may be recorded on the key control register (enclosure (1)) or a logbook entry to include the description of lock (reason); name, rate and signature of recipient; date/time of key return and initials or signature of personnel receiving the returned key.
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