


Property Keys Handover Record
Lists keys, access devices, meter readings and handover dates, providing an agreed record when possession passes to the contract holder.
Use at the start of occupation and keep a signed copy with the inventory. This is a factual handover record, not an occupation contract, surrender, agreement to deposit deductions or waiver of repair rights. 
Do not record alarm PINs or complete access codes on copies circulated unnecessarily.
Dwelling full address landlord or agent: ___________________________________________
___________________________________________ and file reference: _________________
Contract holder names: ____________________________ agreed occupation date: _______
Handover date: ______ time: ______ place: _____________ Person delivering: ___________
Persons receiving: _______________ any authority to receive for another person: ________
If so from who: ________________________
	Door or device description
	Number issued
	Recipient and test result

	Main entrance keys
	_____
	________________________

	Dwelling door keys
	_____
	________________________

	Window garage outbuilding keys
	_____
	________________________

	Access fobs remotes or cards
	_____
	________________________

	Other specified items
	_____
	________________________



Keys retained by landlord or agent and purpose disclosed
___________________________________________________________________________
Retained keys do not give unrestricted permission to enter. 
Follow the occupation contract, statutory notice requirements, consent arrangements and genuine emergency rules. 
Record lost, missing or non-working keys and resolve security risks promptly.




	
Readings demonstrations and receipts
	Meter location and identifier
	Reading and units
	Date photo reference

	Electricity __________________
	________________
	________________

	Gas if present ______________
	________________
	________________

	Water if metered ____________
	________________
	________________

	Other _____________________
	________________
	________________




Inventory version and photograph access supplied: __________________________________________________
Alarms, heating, ventilation, stopcock and isolation points demonstrated: _______________________________
Repairs contacts and emergency guide supplied: ____________________________________________________
Outstanding items owner deadline and temporary arrangements: ______________________________________
___________________________________________________________________________________________
Secure method for access codes and later code changes: _____________________________________________
We acknowledge the keys, devices and readings recorded above and any written qualifications below. Signature confirms this record only. It does not confirm every item is safe, accept existing defects, waive statutory rights or authorise fees.
Recipient name: ____________________________signature: ________________________
 Date: ____________qualifications: ______________________________________________
___________________________________________________________________________
Additional recipient name: ______________ signature: _____________  date: ___________
___________________________________________________________________________
Landlord or agent name signature: ______________________________ date: ___________
___________________________________________________________________________
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