How to use this template: put your company name at the top, save a blank copy, and start a new copy for every shift, replacing everything in [brackets]. Write each entry when it happens, in time order, with the 24-hour time first. Write what you checked and found, not "all secure". For an incident, write one line with the incident report number. Write "none" rather than leaving a line blank, and never rewrite a signed report. Add rows to the table if the shift needs more. This is general guidance, not legal advice. The full guide, with a filled-in night shift, is at guardchek.com/blog/security-daily-activity-report-template. Delete this note and the GuardChek line at the bottom of each page before you use it.
[Company name] daily activity report
DAR no. [ ] · Page [1] of [ ] · Related incident reports: [none / report no. ( )]
Part 1. Shift details
Site and client: [site name, address]. Client: [client name]. 
Post: [post name, e.g. lobby desk, roving patrol, gatehouse] 
Guard: [name], license no. [ ] 
Shift: [day and date], [24-hour time] to [day and date], [24-hour time] 
Took over from: [name] at [time]. Relieved by: [name] at [time]. 
Part 2. Start of shift
Pass-down read: [open items from the last shift, or "none"] 
Keys and equipment received: [key ring no., number of keys counted, radio, phone, flashlight, other] 
Radio or phone check: [with whom, at what time] 
Part 3. Activity log
[One entry per line, in time order, with the 24-hour time first. Patrols: start and end times, the route and what you found. Visitors, contractors and deliveries: name, company, time in and out, who approved them. Calls: who, when, about what. Incidents: one line with the incident report number. Write what you saw and did, not "all secure".]
	Time
	Entry: what you did, saw or were told, and what you did about it
	Report no.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Part 4. End of shift
Incidents this shift: [none / number, with incident report numbers] 
Maintenance and hazards reported: [none / what, and who was told] 
Passed down to the next guard: [open items, or "none"] 
Keys and equipment handed over: [to whom, counted together, at what time] 
Part 5. Sign-off
Guard signature: __________________________ Date and time: ________________
Reviewed by (supervisor): __________________________ Date: ________________
Sent to the client by: __________________________ Date: ________________
Template from GuardChek, guardchek.com, (888) 883-3409. General guidance, not legal advice.
