Project handover checklist
Make the next owner’s first day easier.
Project name

Handover date

Outgoing owner

Receiving owner

Scope and boundaries

Acceptance criteria / confirmation

Support and follow-up

Handover items
	Item
	Location / reference
	Owner
	Status

	
	
	
	Not ready

	
	
	
	Not ready

	
	
	
	Not ready


Open items
	Open item
	Owner
	Next step
	Due date
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