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Project Handover
Document Template

Ensure Seamless Project Transitions with Our Clear
and Concise Project Handover Document Template
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This guide accompanies the Project Handover Document template, a
comprehensive form designed to streamline the handover process within any
working environment. Think of it as a template to help you get started easily. You
can tailor it to fit your specific company's needs and structure, ensuring a smooth
and effective handover every time.

Rework.com is a comprehensive work management platform designed for
high-output organizations. It offers tools to manage tasks, decisions, work
rules, documents, and processes in a single, centralized location.

The handover process is the crucial phase when transitioning ownership of a
project, task, or responsibility from one team member to another. A well-
defined handover ensures the new team member has the information and
resources needed to continue seamlessly without delays or confusion.

By leveraging Rework’s Project Handover Document Template, you can
streamline the handover process and ensure a seamless transition of tasks
and responsibilities within your organization.

Book a meeting today to discover how Rework can simplify your handover
process and enhance your team'’s productivity.

Book a Demo with us now!
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Project Handover Form

Handover Information

Vacation Leave

Shift in Ownership

Reason for

End of Project
handover

End of Employment

Other:
Full Name:
Handed over Employee ID:
by Department:

Transfer Date:

Full Name:
Taken over Employee ID:
by Department:
Job title:
Project Overview

Project Name

Objective

Timeline
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Project Handover Form

Key Responsibilities and Deliverables

. . Handover Materials
Task Description .
(Links/Documents)

Any item(s) which are pending or under progress at
time of handover
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Project Handover Form

Lessons Learned

Next-steps and Recommendations




