
[Company name]

How to use this document: delete this paragraph before saving, sharing, or circulating it. Every part shown in blue is yours 
to replace: type your own details over each blue [field] until no blue remains. Add or remove table rows to fit your needs. 
Then select all (Ctrl+A) and set the font colour to the same dark colour throughout. What is left is your finished document.

Key issue log
Every key accounted for - who has it, which door, and when it came back.

Key issues

Date issued Key no. / code Door / area Issued to Signature Date returned Received by

[Date] [Key no.] [Door] [Name] [Date] [Name]

[Date] [Key no.] [Door] [Name] [Date] [Name]

Lost keys

Date lost Key no. Holder Lock changed Cost

[Date] [Key no.] [Name] [Yes / No] [£]

Authorisation

Keys are [company] property. Report loss immediately to [name / role]. A charge of [£ amount] applies for 
unreturned keys.

Sign-off

Key holder Issued by Date


