GODDARD SPACE FLIGHT CENTER

SECURITY WORK REQUEST

DO NOT USE THIS FORM TO REQUEST INDIVIDUAL KEYS/KEYCARDS (EXCEPT FOR CENTER GRAND MASTER KEYS) – USE GSFC 24-12/24-12A.  KEYS REQUIRED FOR REKEYED AREAS/ROMS MAY BE ISSUED AT THE TIME OF THE REKEYING – CONTACT KEY CONTROL

	REQUESTER

     
	LOCATION (BLDG/ROOM)

     
	CODE

     
	PHONE

     
	DATE OF REQUEST

     

 FORMTEXT 
     


	WORK SITE LOCATION(BLDG/AREA)      
	WORK SITE LOCATION (ROOM)

     
	COMPLETION DATE REQUESTED

     


	JOB ORDER NUMBER

     
	BUDGET LINE ITEM

     
	APPROPRIATION

     
	PRIORITY (for Security Use ONLY)



	TYPE OF WORK           FORMCHECKBOX 
 AREA REKEY               FORMCHECKBOX 
  LOCK/SAFE REPAIR                     FORMCHECKBOX 
  LOCK INSTALLATION

REQUESTED:

                                        FORMCHECKBOX 
  SAFE COMBINATION CHANGE                    FORMCHECKBOX 
  ELECTRONIC SECURITY

                                                                                                                                      INSTALLATION/REPAIR


	DESCRIPTION OF WORK:

     

	     

	     

	     

	     

	     

	     

	     

	     

	JUSTIFICATION:     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

	     

	     

	     

	     


	APPROVALS
	CODE
	PHONE
	TYPED NAME
	SIGNATURE
	DATE

	Branch Head
	     
	     
	     
	
	

	Division Chief
	     
	     
	     
	
	

	FOM/Bldg.
	     
	     
	     
	
	

	Health & Safety*
	205.2
	     
	     
	
	

	Facilities Mgt. Div.*
	220
	     
	     
	
	

	Telecommunications*
	290
	     
	     
	
	

	
	
	
	
	
	

	Code 200 Director
	200
	     
	     
	
	

	INSTRUCTIONS:                                                               * SPECIAL APPROVALS required for some requests/areas – call GSO (6-7233)

1. ALL requests must be approved minimally at the Branch Level.

2. Area REKEYS and LOCK INSTALLATIONS require Branch/Division Level and FOM approval.

3. LOCK and SAFE REPAIRS, and COMBINATION CHANGES may be requested and approved at the Branch Level.

4. ELECTRONIC SECURITY INSTALLATIONS (Alarms/Keycards) require Branch/Division Level and FOM approval.

5. Requests for Center Grand Master keys ONLY must be approved by Code 200 Director; attach GSFC 24-12, Key Request.

	SECURITY OFFICE    

USE ONLY


	ELECTRONIC SHOP LOCK SHOP
	RECEIVED
	STARTED
	COMPLETED


GSFC 24-26 (8/00) 

	                       MATERIALS                                                 JON: _____________________________

	STOCK NUMBER
	DESCRIPTION
	QUANTITY
	UNIT COST
	TOTAL COST

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL:
	


