
Daily Visitor Security Log and Clearance Template
Instructions: All visitors must present valid identification, obtain a security clearance badge, and be logged prior to entering the facility. This document serves as the official security record for the date specified below.

Security Officer & Shift Information

Date: MM/DD/YYYY Facility Location: Building / Gate

Security Officer on Duty: Officer Name Shift / Hours: e.g., Day Shift

Visitor Log & Clearance Registry

Time In Visitor Name Representing
(Company/Agency) Host / Escort Name Purpose of Visit Badge / Pass Number Clearance Level Issued Time Out Visitor Signature /

End of Shift Verification & Clearance Approval
By signing below, the duty officer and supervisor verify that all visitors listed above have departed the premises, all issued security badges have been returned, and no security breaches have occurred during this shift.

Reporting Officer Signature: Sign Name Date & Time: MM/DD/YYYY HH:MM

Reviewing Supervisor Signature: Sign Name Verification Status: e.g., Approved / Pending
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