hOmebound  Lost property log PROPERTY MONTH SHEET

OF
LOCATION GUEST TRACKING
FOUND STORED AT | EST. GUEST NAME AND | CONTACTED NO. OR
DATE AND (ROOM OR COLOUR, BRAND AND | PHOTO | (SHELF, BIN | VALUE ROOM (IF (DATE AND CLAIMED BY AND | OUTCOME DISPOSAL SIGN-
REF NO. TIME FOUND | FOUND BY AREA) ITEM DESCRIPTION CATEGORY IDENTIFYING MARKS | (Y/N) OR SAFE) ($) KNOWN) HOW) ID CHECKED AND DATE NOTE OFF

Cash, jewellery, passports and electronics go in the safe. Holding periods depend on your state and the item's value: check before you dispose of anything. Free template from usehomebound.com.au/guides/hotel-lost-property-log-template



