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Shift handoff and pass-down log
Outgoing officer fills this in before relief arrives. Read it together, count keys and equipment, then both sign.
Site: 	
Post: 	
Date: 	
Handoff time: 	
Officers
	
	Handoff
	Name
	Shift hours

	☐
	Outgoing officer
	
	

	☐
	Incoming officer
	
	



Open items
	
	Item
	Where
	Where it stands
	Next step

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	



Post order changes
	
	What changed
	Given by
	When

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	



Keys and equipment count
	
	Item
	Count out
	Count in
	Match
	Condition or note

	☐
	Keys
	
	
	
	

	☐
	Access cards
	
	
	
	

	☐
	Radios
	
	
	
	

	☐
	Phone
	
	
	
	

	☐
	Vehicle keys
	
	
	
	

	☐
	Other
	
	
	
	



Incidents this shift
	
	Time
	One-line summary
	Incident report no.

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	



People expected next shift
	
	Name or company
	Expected time
	Meeting or purpose
	Note

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	



Hazards
	
	Location
	Hazard
	Marked off
	Reported to

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	



Sign-off
	
	Officer
	Name
	Signature
	Time

	☐
	Outgoing
	
	
	

	☐
	Incoming
	
	
	



Notes
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