[Company Logo]   [Company Name]
KNOWLEDGE TRANSFER CHECKLIST
	Leaving Employee:
	[Employee Name]

	Successor:
	[Successor Name]

	KT Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]



1. KT Session Plan
	Topic
	Session Date
	Duration
	Notes Location
	Successor Readiness (1–5)

	[Core process 1]
	[DD/MM/YYYY]
	[Hours]
	[Link / Folder]
	 

	[Core process 2]
	[DD/MM/YYYY]
	[Hours]
	[Link / Folder]
	 

	[Tools and systems]
	[DD/MM/YYYY]
	[Hours]
	[Link / Folder]
	 

	[Stakeholders and escalations]
	[DD/MM/YYYY]
	[Hours]
	[Link / Folder]
	 



2. Documentation
  Step-by-step notes for each core process
  Known issues, workarounds and their causes
  Recurring calendar: daily, weekly, monthly, quarterly and annual tasks
  Reports produced, recipients and data sources
  Location of templates, trackers and reference files
3. Tacit knowledge
  Background to key decisions and past incidents
  Informal contacts who help get things done
  Customer or stakeholder preferences
  Early warning signs of common problems
4. Practice
  Successor shadows leaver on live work
  Reverse shadowing: successor does the task, leaver observes
  Successor handles one full cycle of key task independently
  Open questions list reviewed and closed
5. Sign-off
	Overall KT completion (%)
	 

	Gaps remaining and plan to close
	 

	Manager comments
	 




	______________________________
Leaving Employee
[Employee Name]
Date: [Date]
	______________________________
Successor
[Successor Name]
Date: [Date]
	______________________________
Manager
[Reporting Manager]
Date: [Date]
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