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STANDARD KEY/CORE REQUEST
Prescribed by:  DSCCI 5720.004
Sponsor:  DM-FCSS at Land and Maritime
REPLACES DSCC FORM 2277-1, WHICH IS OBSOLETE
TO BE COMPLETED BY THE KEY CUSTODIAN
10. TYPE OF REQUEST
11. REASON FOR REQUEST
INSTRUCTIONS FOR COMPLETION OF DSCC FORM 2277-1,
"STANDARD KEY/CORE REQUEST FORM"
PURPOSE: The DSCC Form 2277-1 is used to request standard keys issued for personal retention or cores to be installed on doors.
FORM COMPLETION RESPONSIBILITIES: Key Custodians will complete and sign this form (all applicable fields must be completed). Key Custodians are appointed on departmental letterhead by Directors or Tenant Activity Heads. A valid appointment letter must be on file before a Key Custodian's signature will be accepted. Multiple Key Holders may be listed on an attached sheet and noted in the Key Holder block. They Key Holder is required to file a police report if the key request is for replacing a lost or stolen key before the completed form will be accepted. The Key Control Officer will ensure the form is completed correctly, ensure the form is signed by the Key Custodian, and verify authorization for key/core issuance. Requests for Master keys and controlled keys not authorized for personal retention will be denied. Upon approval, the Key Control Officer will then request a service order from the Facility Engineers Help Desk who will then route it to the Locksmith. 
ROUTING OF FORM: This form will only be accepted when filled out electronically or typed. Digital signatures are encouraged. This form will be forwarded to the Key Control Officer by the Key Custodian, preferably by email. Upon approval, the Key Control Officer will email the form to the Facility Engineers Help Desk. The Help Desk will initiate a service order and email the form to the Locksmith for action. Current versions of this form are available in the "Available Applications, Government Forms Library Folder".
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