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Room Turnover Acceptance Sheet

Return an event or project space to its agreed condition.

Use during the handback walkthrough with the receiving representative. Record exceptions before releasing the
space.

Room / use or project / turnover date / representatives

Required return condition

Reference layout, equipment, cleanliness and any agreed special requirements.

Observed condition and damage

Document missing items, damage or incomplete work with photo references.

Service and access handback

Confirm responsible staff have restored approved schedules and returned temporary access.

Working record

Acceptance item / location Pass or open / evidence Correction owner / due date

Accepted or accepted with listed exceptions / names / date

Keep charges or damage liability separate from the factual condition record.
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