
Organisation

Address (optional)

Vehicle handover record: pool car
Reference no. Place Date Time

Handed over by (fleet management)

Name Role / department

Received by (driver)

Name Department / company

Phone (optional) Licence category (optional)
B BE C1 C1E C CE
Other

Original driving licence shown

Vehicle

Number plate Make / model VIN (optional)

Drive
Combustion Hybrid
Electric

Mileage (km) Fuel level
empty ¼ ½ ¾
full

Charge level (%) Next MOT / inspection (optional) Next service (optional)

Keys and cards

Type Label / no. Qty

Fuel and charging cards: only the last four digits.
Possible entries: Type – Vehicle key, Spare key, Keyless card / fob, Fuel card, Charging card, Garage / parking permit, Other

Documents and equipment

Registration certificate (part I) Owner’s manual / service book Warning triangle

First-aid kit High-visibility vest(s) Charging cable
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Spare wheel or tyre repair kit Tool kit Parking disc

Logbook

Other

Condition at handover

Inside
clean slightly dirty very dirty

Outside
clean slightly dirty very dirty

Position Description

Possible entries: Position – front, rear, left, right, roof, windows, wheels / rims, interior

Notes

Mark damage here

front rear

from above

left side right side

Agreed return

Return
open-ended
on a set date

Date Time
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Purpose and notes

The recipient takes over the pool car for business journeys in the period stated. They return it with all keys,
cards and documents at the agreed time and report damage, accidents and losses without delay.

Handed over by

Signature

Name

Place, date

Received by

Signature

Name

Place, date

Return

Returned on Time Mileage (km)

Fuel level
empty ¼ ½ ¾
full

Charge level (%) All keys and cards returned
Yes No

Missing keys or cards

New damage

Notes

Returned by

Signature

Name

Place, date

Received back by

Signature

Name

Place, date

Page 3 of 3 · Template: log-key.de/en/templates
Sample based on German practice. Not legal advice.


	organisation: 
	anschrift: 
	protokoll_nr: 
	ort: 
	datum: 
	uhrzeit: 
	uebergeber_name: 
	uebergeber_funktion: 
	empfaenger_name: 
	empfaenger_abteilung: 
	empfaenger_telefon: 
	fuehrerschein_klasse: Off
	fuehrerschein_vorgelegt: Off
	kennzeichen: 
	marke_modell: 
	fin: 
	antrieb: Off
	km_stand: 
	tank: Off
	ladestand: 
	naechste_hu: 
	naechster_service: 
	schluessel_01_art: 
	schluessel_01_bezeichnung: 
	schluessel_01_anzahl: 
	schluessel_02_art: 
	schluessel_02_bezeichnung: 
	schluessel_02_anzahl: 
	schluessel_03_art: 
	schluessel_03_bezeichnung: 
	schluessel_03_anzahl: 
	schluessel_04_art: 
	schluessel_04_bezeichnung: 
	schluessel_04_anzahl: 
	schluessel_05_art: 
	schluessel_05_bezeichnung: 
	schluessel_05_anzahl: 
	schluessel_06_art: 
	schluessel_06_bezeichnung: 
	schluessel_06_anzahl: 
	zubehoer_zulassung: Off
	zubehoer_bordbuch: Off
	zubehoer_warndreieck: Off
	zubehoer_verbandkasten: Off
	zubehoer_warnweste: Off
	zubehoer_ladekabel: Off
	zubehoer_ersatzrad: Off
	zubehoer_bordwerkzeug: Off
	zubehoer_parkscheibe: Off
	zubehoer_fahrtenbuch: Off
	zubehoer_sonstiges: 
	sauberkeit_innen: Off
	sauberkeit_aussen: Off
	schaeden_01_position: 
	schaeden_01_beschreibung: 
	schaeden_02_position: 
	schaeden_02_beschreibung: 
	schaeden_03_position: 
	schaeden_03_beschreibung: 
	zustand_bemerkung: 
	rueckgabe_vereinbart: Off
	rueckgabe_geplant_datum: 
	rueckgabe_geplant_zeit: 
	unterschrift_uebergebend_ort_datum: 
	unterschrift_empfangend_ort_datum: 
	rueckgabe_am: 
	rueckgabe_uhrzeit: 
	rueckgabe_km: 
	rueckgabe_tank: Off
	rueckgabe_ladestand: 
	rueckgabe_vollstaendig: Off
	rueckgabe_fehlend: 
	rueckgabe_schaeden: 
	rueckgabe_bemerkung: 
	unterschrift_return_rueckgebend_ort_datum: 
	unterschrift_return_ruecknehmend_name: 
	unterschrift_return_ruecknehmend_ort_datum: 


