
Key sign-out sheet One row per checkout and return. Dates YYYY-MM-DD, times 24-hour.

Office / site Reporting period Timezone (one agreed local zone)

Key-set ID Borrower name Issued by Date/time out Due back Purpose or job reference Date/time
returned

Return received by Notes or
exceptions

Return fields left blank mean the return has not been recorded yet. Record a missing key or other discrepancy in Notes — don't close the row as a complete return.
Don't write access codes, alarm codes or full addresses. Keep completed logs available only to people who need them.   Template: keydocket.com/resources/key-sign-out-sheet-template


