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Legend:
Date: This date is found on the top left corner of the page and represents the day for which the logbook sheet is being used for. Every day a different sheet should be used to log the parcels, and all the individual sheets should be stored chronologically in a folder.
Parcel ID: This is the unique identifier that you write onto the parcel with a Sharpie pen or by sticking a sticker. This usually 4-digit number is used to uniquely identify the parcel. This number can help you find the parcel in storage if you are storing them in incremental order. 
Room: The room of the person the parcel is arriving for.
Recipient Name: The name of the recipient, aka the person that the parcel is for.
Courier: Company that is written on the parcel, for example this might be a courier like DHL, DPD, Hermes, or a store like ASOS, Amazon, Forever 21.
Logged In By: Name of  the front-of-house staff that logged the parcel into the logbook
Received Time: The hour and minutes of the day the parcel was received and logged into the logbook.
Logged Out By: The staff member that handed out the parcel to the resident that came to collect it.
Collection Date: The date the parcel was collected from the reception/mailroom.
Collection Time: The hour and minutes the parcel was collected.
Recipient Signature: The person collection the parcel must sign for it.
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