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CONTROLLED KEY ACCESS
Prescribed by:  DSCC Instruction 5720.004
Sponsor:  DLA Installation Management at Land and Maritime
PRIVACY ACT STATEMENT
AUTHORITY:
PRINCIPAL PURPOSE:
ROUTINE USES:
DISCLOSURE:
5 U.S.C. 301, Departmental Regulations; DSCCI 5720.004, DLA Installation Management at Columbus (DM-FC)
To maintain a record of the issuance of physical key for DLA-managed installations, and buildings. 
This record may be disclosed to any person, organization, or governmental entity to notify them of or respond to a serious and imminent threat as is necessary and relevant for the purpose of guarding against or responding to such threat or disaster. 
Voluntary; however, failure to complete the form may result in denial of key issuance.
TO BE COMPLETED BY THE KEY CUSTODIAN
9. TIME DURATION
11. DAYS OF THE WEEK
12. REASON FOR REQUEST
INSTRUCTIONS FOR COMPLETION OF DSCC FORM 2277-2,
"CONTROLLED KEY ACCESS FORM"
PURPOSE: The DSCC Form 2277-2 is used to request access to controlled keys maintained in Electronic Key Repositories (EKRs).
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. Only one Key Holder should be listed on each form. Time duration for key access is typically 24 hours but can be modified by specifying in the "Other" block; i.e., 8 hours. Time Zones are typically for 24 hours (0001-2400 hours). If key access is desired for specific time zones please indicate in the "Time Zone" block; i.e., 0800-1600. Please indicate what days access will be needed by checking the appropriate "Day of Week" block. The Key Control Officer will ensure the form is completed correctly, ensure the form is signed by the Key Custodian, and verify authorization for creating, modifying, or deleting an account. Master keys and controlled keys are not authorized for personal retention and will be returned to the EKR the keys were removed from with in the specified time. Upon approval, the Key Control Officer will create, modify, or delete a KeyWatcher® account. The Key Control Officer will then send an email to the Key Holder advising of the changes that were made.
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. The Key Control Officer will be responsible to take any required actions. Current versions of this form are available in the "Available Applications, Government Forms Library Folder".
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