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	Site Name
	 
	Site Address
	 

	Post / Beat
	 
	Report Date
	MM/DD/YY

	Shift
	Day / Swing / Grave (Times)
	Security Officer Name, ID
	 

	Supervisor On Duty
	 
	Weather Conditions
	 

	Report Number
	 
	Radio / Call Sign
	 



	Post Orders and Special Instructions
	
	
	

	Standing Orders Reviewed
	Special Orders for This Shift
	Known Hazards / Areas of Focus

	Yes / No
	Description
	Description






	Patrol and Activity Log
	
	
	
	

	Time
	Location / Zone
	Patrol Type
	Observation / Action Taken
	Status
	Follow-Up Required
	Notes

	12:00 AM
	
	Foot
	 
	Clear
	Owner / Due
	 

	1:00 AM
	
	Vehicle
	 
	Needs Attention
	 
	 

	2:00 AM
	
	CCTV
	 
	
	 
	 

	3:00 AM
	
	Access Point
	 
	
	 
	 

	4:00 AM
	
	
	 
	
	 
	 

	5:00 AM
	
	
	 
	
	 
	 

	6:00 AM
	
	
	 
	
	 
	 

	7:00 AM
	
	
	 
	
	 
	 

	8:00 AM
	
	
	 
	
	 
	 

	9:00 AM
	
	
	 
	
	 
	 






	Incidents
	
	
	
	
	
	
	
	
	

	Time
	Incident Type
	Location
	Parties Involved
	Narrative (Facts Only)
	Evidence Collected
	Authorities Notified
	Injuries and Care Provided
	Notifications
	Disposition

	12:00 PM
	Theft
	 
	Description
	Description
	Description
	Police / Fire / EMS, Case No. Officer Name
	 
	Client / Supervisor, Time, Method
	Resolved

	 
	Trespass
	 
	 
	 
	 
	 
	 
	 
	Ongoing

	 
	Vandalism
	 
	 
	 
	 
	 
	 
	 
	Escalated

	 
	Disturbance
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Safety
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Medical
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Fire
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Other
	 
	 
	 
	 
	 
	 
	 
	 






	Alarms and System Events
	
	
	

	Time
	Panel / Device
	Cause
	Response
	Reset / Tested By

	12:00 AM
	
	Actual / False / Unknown
	Description
	Name



	Access and Visitor Log
	
	
	

	Time In
	Time Out
	ID Verified
	Name / Company
	Purpose / Area Accessed
	Badge/Pass No. Issued
	Escort (Name)

	12:00 PM
	12:00 PM
	Yes/No
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 





	Deliveries and Contractors
	
	
	

	Time In
	Time Out
	ID Verified
	Company / Driver
	Vehicle Plate
	Dock / Gate No.
	Condition / Seal Check
	Escort / Clearance

	12:00 PM
	12:00 PM
	Yes/No
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 



	CCTV Monitoring
	
	
	
	

	Cameras Reviewed
	Notable Observations
	Footage Saved

	IDs / Zones
	Description
	File Name, Location, Retention Date



	Key and Asset Control
	
	
	
	

	Keys / Access Cards Issued and Returned
	ID / To Whom / Time

	Tools and Equipment Used
	Radios, Flashlights, Body Cam - Condition / Issues

	Property Conditions and Hazards
	
	
	

	Doors / Windows / Gates
	 

	Lights / Power
	 

	Safety Hazards Found
	 

	Maintenance Tickets Opened
	 



	Lost and Found
	
	
	

	Item Description
	Found By
	Time
	Location
	Stored At
	Released To

	 
	
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	 
	
	 
	 
	 
	 

	 
	
	 
	 
	 
	 



	Communication and Handover
	
	

	Client / Management Updates Sent
	Who / How / When

	Handover Notes for Next Shift
	Areas to monitor / Pending Actions

	
	
	
	
	
	

	Officer Statement
	
	

	Summary of Shift
	Key Events, Patrol Coverage, Any Deviations from Post Orders

	
	
	
	
	
	

	Sign-Offs
	
	
	
	
	

	Security Officer
	 
	Supervisor Name
	 

	Signature
	 
	Signature
	 

	Date
	 
	Date
	 




	DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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