
KEY CONTROL PROGRAM INSPECTION CHECKLIST
Unit: __________    Key Control Officer:______________________ Date: ___________

AREA:

1.  COMPANY COMMANDER
a.  Appoint Key Control Officer (KCO) on orders


____
____
____

b. Establish Key control Program





____
____

2.  KEY CONTROL OFFICER (KCO)
a.  Files are maintained for key and lock control



____
____

     (1)  All files are located in the specific area where Inspection

      occur concerning key control


     (2)  All forms and records are prepared in black ink and/or typed
____
____

b.  Alternate Key Control Custodian is appointed on orders

____
____
c.  Appoints by memorandum a key custodian for: 


Platoon keys







____
____


Motorpool Keys






____
____

Tool Room Keys






____
____

Supply room keys






____
____

Communication section keys





____
____

Personnel Administration Section keys



____
____


Operations Section






____
____


Mailroom keys






____
____


Medical Room Keys (if applicable)




____
____


NBC Room keys






____
____
d.  Conduct quarterly inspection of all areas



____
____


(1)  Ensure Key custodians are well trained in their duties


(2)  Record inspection on a Memorandum for record


____
____

e. Ensures reports of survey, or statement of charges are initiated 

for reimbursement for lost keys, or padlocks and for rekeying of 

intergral door locks when keys are lost




____
____

f.   Access Rosters


(1)  Contains full name and rank of all individuals allowed key 


access and specifies area of access 




____
____


(2)  If a unit personnel roster is used, an asterisk (*) placed next 

to the names on the roster with a footnote explaining that the 

asterisk indicates the individual is authorized access to the keys 

for a particular area. A number may be used with the asterisk to 

identify which specific area to which a individual is granted to 

keys








____
____

(3)  Access roster will be kept current



____
____

(4)  Access roster will be protected from public view

____
____
g.  Issues padlocks and one key to the key custodian by serial number 
on DA Form 2062 or automated facsimile



____
____
h.  Maintains, secures and accounts for all alternate keys other then 
AA&E and real property keys





____
____

(1)  Key Control Register, DA Form 5513-R, For Inventory Only 

is properly prepared






____
____

(2)  5513-R is marked at the top with “For Inventory Only”

____
____

(3)  Only one key annotated per line




____
____

(4)  The area/lock that the key opens is annotated above the key 

Number







____
____

(5)  The number of Keys for the area/lock in annotated in 

parenthesis on the line






____
____

(6)  The key issue and turn in blocks is “X” through on both side 

of the form







____
____

(7)  Conducts and records semiannual inventories of locks and 

keys, including keys to both manufactured and integral locking 

devices








____
____

(8)  5513-R is maintained a minimum of one year


____
____

(9)  5513-R is maintained in a locked container separately from 

the key box and the for issue only 5513-R



____
____
i.  No keys/locks issued for longer then 30 days on 5513-R

____
____
j.  Key and padlock storage:





____
____

(1)  Key depositories equipped with a manufacturer installed 

tumbler locking device not modified, mechanism operable, and keys 

and locks are accounted for and controlled



____
____
(2)  Key depositories with changeable combinations have 
key/combinations in a sealed envelope, which is initialed and 
dated across the flap by the KCO, transferred to the physical 
security Officer or Commander on DA Form 2062 and secured in 
a secure location






____
____
(3)  Key depositories without manufacturers installed locking 
device or having an inoperable or compromised locking device 
can be modified by welding an approved locking hasp into the 
container and affixing an approved low security lock.

____
____
(4)  The individual to whom the keys are issued personally 
maintains the keys when they are not secured inside an 
authorized key depositories.





____
____
(5)  key depositories weighing less then 500 pounds firmly 
secured to structure of facility which they are located with lag 
bolts, carriage bolts, or screws (no nails)
(6)  Key depositories and containers locked when not issuing  or 
receiving keys







____
____
(7)  padlocks are secured to hasp or staple when the depository is 
Open








____
____
(8)  Padlocks and/or keys are not labled in any manner match a key with 
lock/padlock, except for real property keys



____
____
(9)  Single keys are attached to a durable tag large enough to 
prevent misplacing the key





____
____
(10)  No master key system or multiple key system is in use

(11)  No keys, locks, or alternate keys or locks placed in security 
container that contains or stores classified material.


____
____
k.  Combination Locks:


(1)  Changed annually, or upon change of custodian or other 

person having knowledge of the combination, or when the 

combination has been subject to possible compromise

____
____

(2)  Combination recorded using SF 700, sealed in an envelope 

and stored in a container IAW requirements of AR 380-5

____
____

(3)  No other written record of the combination is kept

____
____

(4)  Controls established to protect envelopes w/combinations
____
____
l.  Seals and bands:


(1)  A seal custodian is appointed on orders



____
____

(2)  Seal Custodian maintains a log book (Hard Cover) listing all 

seals on hand and:






____
____


Date of issue, Name of Recipient, and seal serial number



When issued, date and time applied, identification of items 


sealed, and name of person applying seal


(3)  Unused seals stored in a locked metal container with controlled 

access (custodian/alternate)





____
____

(4)  Seal will be applied so as to require the seal to be broken in 

order to open container. The use of an low security lock is also 

recommended







____
____
3.  Other Section or key custodians
a.  Files are maintained for key and lock control



____
____

      (1)  All files are located in the specific area where Inspection

      occur concerning key control





____
____
      (2)  All forms and records are prepared in black ink and/or typed
____
____


(3)  Two separate DA Form 5513-R are prepared and maintained
____
____
b.  Access Rosters


(1)  Contains full name and rank of all individuals allowed key 


access and specifies area of access 




____
____


(2)  If a unit personnel roster is used, an asterisk (*) placed next 

to the names on the roster with a footnote explaining that the asterisk 

indicates the individual is authorized access to the keys for a particular 

area. A number may be used with the asterisk to identify which 

specific area to which a individual is granted to keys

____
____

(3)  Access roster will be kept current



____
____

(4)  Access roster will be protected from public view

____
____

(5) Sign out keys to authorized personnel who are identified on the 
access roster







____
____
c.  Key control registers (DA Form 5513-R) “For Issue Only” are 
properly prepared







____
____

(1)  5513-R is marked on the top with “For Issue Only”

____
____

(2) Only one key annotated per line




____
____

(3)  Serial number or identifying number of the key is the only 

annotation on the 5513-R





____
____

(4)  5513-R list all keys controlled by the custodian


____
____

(5)  Key are properly issued by, issued to, and received by

____
____

(6)  No key/locks issued longer then 30 days on DA Form 5513-R
____
____

(7)  5513-R maintained a minimum 90 days after completion
____
____

(8)  5513-R maintained in the key box

d.  Key control register (DA Form 5513-R) “For Inventory Only” 
are properly prepared






____
____

(1)  5513-R is marked on the top with “For Inventory Only”
____
____

(2)  Only one key annotated per line




____
____

(3)  The area/lock that the key opens is annotated above the key 

serial number







____
____

(4)  Number of Keys for that area/lock is annotated in 

parenthesizes on the line





____
____

(5)  The key issue and turn in block is “X” through on both sides 

of the form







____
____

(6)  Conducts and records semiannual inventories of locks and 

keys, including keys to manufactured and integral locking devices 
____
____

(7)  5513-R is maintained a minimum of one year


____
____

(8)  5513-R is maintained separately in a locked container from 

the key box and the issue only 5513-R



____
____

(9)  5513-R list all keys controlled by the key custodian

____
____
e.  Control and Safeguard keys and padlocks


(1)  Only custodian or alternate operates and safeguards the key 

depository for the custodial area.




____
____

(2)  Personally retains & safeguards keys to the key depositories
____
____

(3)  Single key are attached to a durable tag large enough to 

prevent misplacing the key





____
____

(4)  Key not issued for personal retention on DA Form 2062 are 

not removed from the installation unless required for normal operation 

of the activity







____
____

(5)  Safeguards and accounts  for keys and padlocks issued



(6)  Returns defective, broken, or compromised padlocks to KCO

physical security Officer and obtains replacements


____
____

(7)  All keys issued for less then 30 days, are issued using 5513-R


(8)  Keys without serial numbers will be engraved with one

____
____
f.  Key and padlock storage


(1)  Key depositories equipped with a manufacturer installed 

tumbler locking device not modified, mechanism operable, and keys 

and locks are accounted for and controlled



____
____
(2)  Key depositories with changeable combinations have key
combinations in a sealed envelope, which is initialed  and dated 
across the flap by the KCO, transferred to the physical security 
Officer or Commander on DA Form 2062 and secured in a secure 
Location







____
____
(3)  Key depositories without manufacturers installed locking 
device or having an inoperable or compromised locking device 
can be modified by welding an approved locking hasp into the 
container and affixing an approved low security lock.

____
____
(4)  The individual to whom the keys are issued personally 
maintains the keys when they are not secured inside an authorized 
key depositories.






____
____
(5)  key depositories weighing less then 500 pounds firmly secured 
to structure of facility which they are located with lag bolts, carriage 
bolts, or screws (no nails)





____
____
(6)  Key depositories and containers locked when not issuing  or 
receiving keys







____
____
(7)  padlocks are secured to hasp or staple when the depository is 
Open








____
____
(8)  Padlocks and/or keys are not labeled in any manner match a 
key with lock/padlock, except for real property keys


____
____
g.  Personally retained Keys

(1)  Personally retained keys issued on DA Form 2062

____
____

(2)  Personal retention keys inventoried semiannually on DA form 

5513-R







____
____
h.  Types of locks to be used


(1)  Government equipment secured with at least a ¼ inch diameter 

hardened steel shackle with a solid or laminated case made of steel, 

brass, or aluminum






____
____

(2)  High dollar items secured with a hardened steel shackled and a 

diameter greater then ¼ inch (ie American Series 200)

____
____

(3)  No brass padlocks on high dollar, highly pilferable property or 

material except application that require the use of non spark 

producing locking devices





____
____
3.  MOTOR POOL

a.  Vehicles are properly secured with proper locking mechanisms
____
____

b.  POL tank trucks:


Locked hatch covers if possible




____
____

Locked manifold access doors




____
____

No sparking brass locks used (Safety)



____
____
c.  
Portable repair parts are secured in a locked separate building, 

room, locked steel cage, locked built in container, or free standing 

container secured to the building




____
____
d.  Non portable repair part are secured in a building


____
____
e.  Off limits to Unauthorized Personnel sign posted at the storage 

area entrance







____
____
f.  Unit repair parts are stored in a single area, readily accessible to
 
designated maintance personnel




____
____
g.  Keys to storage area limited to fewest individuals possible

____
____
2. TOOL ROOMS

a.   Tool sets are secured with approved low security lock

____
____
b.   Potable hand tools, tool sets or kits, and other shop equipment is
 
stored in a secure location





____
____
c.   All tool room tool are signed for on a DA form 5519-R 

(1 day or less)







____
____
DA Form 5518-R will be properly filled out



____
____
d.   Equipment issued for more then 1 day will be issued on a DA 

Form 2062







____
____
e.   Tool room custodian will have a list of personnel authorized to 

draw tools







____
____
PHYSICAL SECURITY PROGRAM INSPECTION CHECKLIST

____________________________________

Date of Inspection

____________________________________

Rank and Name of Inspector

____________________________________
Signature of Inspector

____________________________________

Rank and Name of Reviewing S2 Supervisor

____________________________________

Signature of Reviewing S2 Supervisor
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