[Company Logo]   [Company Name]
HANDOVER DOCUMENT
	Prepared by:
	[Employee Name], [Designation]

	Handed over to:
	[Successor Name]

	Date:
	[Date]



1. Role Summary
[Two to four lines describing the purpose of the role, main outputs and who it serves.]
2. Open Work
	Task / Project
	Current Status
	Next Step
	Deadline
	Priority

	[Task]
	[Status]
	[Next step]
	[DD/MM/YYYY]
	[High / Medium / Low]

	[Task]
	[Status]
	[Next step]
	[DD/MM/YYYY]
	[High / Medium / Low]

	[Task]
	[Status]
	[Next step]
	[DD/MM/YYYY]
	[High / Medium / Low]



3. Recurring Responsibilities
	Activity
	Frequency
	Due By
	Inputs From
	Output To

	[Activity]
	[Daily / Weekly / Monthly]
	[Day or date]
	[Name / Team]
	[Name / Team]

	[Activity]
	[Quarterly / Annual]
	[Day or date]
	[Name / Team]
	[Name / Team]



4. Files and Systems
1. Shared folder: [Folder path or link]
1. Key trackers and templates: [Names and locations]
1. Systems used: [System names] – access to be transferred by IT on [Date]
5. Key Contacts
	Name
	Organisation / Team
	Role in Work
	Contact

	[Name]
	[Team / Client / Vendor]
	[What they help with]
	[Email / Phone]

	[Name]
	[Team / Client / Vendor]
	[What they help with]
	[Email / Phone]



6. Known Issues and Risks
[List open problems, pending approvals or risks, with suggested next actions.]

	______________________________
Handed over by
[Employee Name]
Date: [Date]
	______________________________
Received by
[Successor Name]
Date: [Date]
	______________________________
Reviewed by
[Reporting Manager]
Date: [Date]
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