Employee key handover protocol
Record the issue or return of keys and transponders. Review numbers, access areas, quantities and outstanding items together.
	Company
________________________________
	Department
________________________________

	Location
________________________________
	Date
________________________________

	Handed over by
________________________________
	Received by
________________________________


Handover type:   ( ) Issue     ( ) Return
Keys and transponders
	Key or transponder
	Number
	Access area
	Qty
	Condition and outstanding items

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Other outstanding items and next steps
________________________________________________________________________________
________________________________________________________________________________
Handover confirmation
The listed keys and transponders were handed over with the recorded conditions and outstanding items.
	 
________________________________
Date and signature of handing-over party
	 
________________________________
Date and signature of receiving party
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