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SUBJECT:  Policy for Replacement of Lost Keys

1.  Keys issued to personnel in this facility are government property and are accountable items.  If a key is lost, the individual who signed for the key is liable for the cost of replacement and lock repining/ reprogramming if necessary.

2.  Lost keys may be replaced.  However, lost area master keys or keys to a secured area represent a security risk and the locks must be repined at the discretion of the MEDDAC Security Officer.

3.  Appropriate collection paperwork will be administered by the Facilities Management Branch, Logistics Division, billing the culpable party prior to the issue of a replacement key.  Charges will be the Government’s cost of key replacement and lock repining/reprogramming.

4.  All key losses should be reported to the Facilities Management Branch and the Hospital Key Custodian immediately.  If the lost key is an area master or gains access to a secured area, the MEDDAC Security Officer must also be notified.

5.  Reference MEDCOM Regulation 190-1, MEDDAC Security Management Program.
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This policy supersedes Policy Number 48, dated 21 February 1996.

