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MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:   Policy Letter 3-8, Electronic Door Locking System for 222d BSB Troop Buildings

1.  Reference.  AR 190-11.

2.  Purpose. To establish a 222d BSB policy on distribution, issue/re-issue and access to rooms in case of worn-out/lost needing a code change keycards.

3.  Applicability.  All Baumholder Military Single Soldier Quarters/Troop Buildings.

4.  Policy.


a.  The distribution of keycards to units will be as follows:



(1)  Occupants Level:  This keycard will open only one lock and is issued to single soldiers at check-in.  The keycards also give access to the main entrance and all common areas like kitchen, laundry, dayroom, etc.



(2)  Latch/Unlatch Level:  These keycards access only one lock; the door stays open and must be locked again from the outside with the keycard after operation hours.  This card will be used for offices.



(3)  Building Level :  This keycard will access all locks within a building except the technical rooms, but will not override the dead bolt/privacy button/switch or electronic lockout.  The cards are issued to Building Coordinators and/or Duty Officers.



(4)  Master Level :  This keycard will access all locks of all buildings and overrides all deadbolt/privacy button/switch or electronic lockout and is issued to the Fire Department for emergency case.


b.  Issue and Re-Issuing of Keycards:
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(1)  By building, issue one card to each single soldier room, one master card, and one card for each office to the using unit.



(2)  The units must to keep a proper key control record IAW AR 190-11.



(3)  In case of damaged keycards, the owner of the card must come to DPW with a statement signed by the key control person, stating that he/she is authorized to receive a duplicate card.  The cards will be issued with receiver’s signature as direct exchange.

(4)  In case of a lost keycard the same procedure will be applied as above with the exception that the keycard holder will be charged $20.  When more than one keycard has to 

reissued due to the loss of a keycard, the charges will be made according to the actual cost incurred.  Should the unit commander state that the loss of the card was not caused due to negligence of the soldier, the card will be replaced at no cost to the soldier.  If there is a suspicion of abuse an investigation may be initiated involving the 222d BSB Command.




(5)  Issue of additional key cards only on presentation of a memorandum with corresponding justification (double verification).  




(6)  All keycards are programmed to expire within 365 days from date of issue.  New keycards will be submitted for the entire building on the expiration date.




(7)  Issue of new key cards for the complete building at expiration of 365 days only on invalid cards.  Lacking cards should be handled as lost cards and be charged to the soldier’s account.  


c.  Access to rooms in case of Worn-out/Lost/Needing a code change keycards:




(1)  In case of lost or worn-out keycards during non-duty hours: the master card holder of the building must provide access to the soldier room until a replacement of the card can be made the following day.




(2)  In case of an unfunctional lock and/or master card during non-duty hours: an emergency on-call-service at DPW will be available.  Contact:  DSN 115 or Bhr Civ 06783-6-115.




(3)  In the case of leaving a keycard inside a room: it is the units responsibility to ensure that the specific master card is available at all times instead of calling the DPW on-call-service to avoid any expenditure.
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5.  This Policy Letter supersedes Policy Letter 3-8 dated 13 December 2000.

6. Proponent for this Policy Letter is the Director of Public Works at DSN 485-1560/7185.








                  /S/

Encl
TODD A. BUCHS


LTC, AR


Commanding

DISTRIBUTION:
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STATEMENT

I certify that the below listed soldier is authorized to get a keycard for 

Building #: _________, Room #: _________, Unit: 




 .




This keycard is for a:






  worn-out card






  lost card






  card needing a code change






  additional card


Soldier’s Name


SSN




Date




Signature and Printed Name of










Key Control Person

Note:  For a replacement of lost keycards, a Statement of Charges or Cash Collection Voucher must be attached before a keycard will be issued.

Remark:  The key control person must be on the DPW Work Order signature file.

Encl.
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