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ATSJ-MPB-Z                                                                

                28 October 2003              

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum #11:  Key Control

1.  References:

     a.  Contained in Physical Security Update 3:

         (1) AR 190-13, The Army Physical Security Program

         (2) AR 190-51, Security of Unclassified Army Property (Sensitive and Non-sensitive)

     b.  AR 735-5, Policies and Procedures for Property Accountability

     c.  AR 380-5, Department of the Army Security Program

2.  The key custodian and alternate will be appointed in writing to issue, receive, and account for all unit keys.  The key custodian will ensure that key custodian alternates are designated to issue, receive, and account for keys in his or her absence and clearly understand the required procedures.  The key custodian will maintain a key control register at all times to ensure continuous accountability for all keys and locks.

3.  Keys required by authorized personnel will be signed out as needed, on a key control register.  DA Form 5513-R (Key Control Register and Inventory) is approved for use to meet the requirements of the regulation.  If a document other than DA Form 5513-R is used, it must contain all data elements and follow the exact format of the DA Form 5513-R.  Electronically generated forms may be used.  When not in use, the key control register will be kept in a locked container to which access is controlled.

4.  Keys will be stored in a lockable container, such as a safe or filing cabinet, or a key depository made of at least 26 gauge steel, equipped with a tumbler-type locking device and permanently affixed to a wall.  The key depository will be locked in a room where it is under 24-hour surveillance or in a room that is locked when unoccupied.  The preferred location of the key depository is in the working area near the key custodian.

5.  All keys must be accounted for at all times.  Keys to locks, which protect the property of an office, unit, or activity, will be checked at the close of business each duty day.  Differences

between keys on hand and the key control register will be resolved (each day) before departing 
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the office, unit, or activity.  The key and lock custodian is required to conduct a serial number inventory of locks and their keys semiannually.  A written record of the inventory will be retained until the next inventory is conducted.  The key and lock custodian is required to maintain a key and lock inventory list (key control register), which includes the following:  serial number of each key, location of each lock, and the number of keys maintained for each lock.  All padlocks and their keys that do not have a serial number will be given one.  The serial number is required to be inscribed on the key only. When a person loses a key due to negligence or willful misconduct, he or she will be assessed financial liability for the lost key. If the loss of a key or damage to a door is sustained through negligence or willful misconduct, the responsible individual will be held financially liable for the replacement cost of the locking device and/or door.  (See AR 735-5, chapter 13 for conducting a “Report of Survey”).

6.  This policy remains in effect until revised, revoked, or superseded.  

    
    signed
                                                                
    CPT, MP

                                                                
    Commanding   










