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GOVERNOR’S KEY LEDGER TEMPLATE

	GOVERNOR’S KEY LEDGER

	HMP/YOI:
	
	Folio No 
	

	

	Key No 
	
	Description
	

	

	Bin Slot No 
	
	Sheet No 
	


	Date
	Description of Transaction
	
Initials
	
Receipts
	
Issues
	Total Holding

	
	
	
	
	
	Sound
	In Use
	WORN/DESTROYED
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GOVERNOR’S KEY LEDGER TEMPLATE - GUIDE

	GOVERNOR’S KEY LEDGER

	HMP/YOI:
	Romney
	Folio No 
	1

	

	Key No 
	RMA/A1
	Description
	General Office Pass                                

	

	Bin Slot No 
	25
	Sheet No 
	1


	Date
	Description of Transaction
	

Initials
	
Receipts
	
Issues
	Stock
	Total Holding

	
	
	
	
	
	Sound
	Worn
	In Use
	

	10.1.11
	Received from Locking Section (first allocation)
	
	250
	
	250
	
	
	250

	15.1.11
	Issued to Gate key safe 

	
	
	240
	10
	
	240
	250

	15.2.11
	Issued to Gate key safe (additional staff)
	
	
	8
	2
	
	248
	250

	25.2.11
	Received from Locking Section (additional stock)
	
	20
	
	22
	
	248
	270

	4.3.11
	Exchange with Gate safe (Worn/Broken)
	
	4
	4
	18
	4
	248
	270

	5.3.11
	Issued to Gate key safe (audit team keys)
	
	
	10 
	8  
	4
	258
	270

	12.3.11
	Returned to Locking Section for disposal
	
	
	4
	8
	-
	258
	266

	25.3.11
	Exchange with Gate safe (worn/broken)
	
	2
	2
	6
	2
	258
	266

	30.3.11
	Returned from Gate safe (ex Audit team)
	
	10
	
	16
	2
	248
	266

	31.3.11
	Quarterly Key Audit

	
	
	
	16
	2
	248
	266
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