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Handover CHECK LIST

	INSTRUCTIONS : 










- 
The boxes ( represent mandatory handover actions to be performed.




- 
The persons assigned to perform handover must, for each action, tick the boxes using: ( for OK or X for No or N/A for not applicable in the column corresponding to their respective position.




- 
Comments / notes may be added on the last page of the Check-list and must be cross-referenced (numbered) in the column “Note Ref. “







- 
The check-list must be signed by the performers of controls and reviewers once all controls are performed


	No.
	Handover Activity
	Employee handing over
	Employee taking over
	Note, comments 

	1. 
	A written note for handover including:
	(
	(
	

	
	Details of any outstanding actions that are the responsibility of the related function
	(
	(
	

	
	List of references, contacts, correspondence 
	(
	(
	

	
	A list of on-going / pending duties
	(
	(
	

	
	A list of working documents and current papers
	(
	(
	

	2. 
	Discussed the activities, important issues relating to the function or to the work and organisation in general
	(
	(
	

	3. 
	Provided with contact details so to enable ready and quick assistance as and when needed
	(
	(
	

	4. 
	Notified all relevant persons and authorities of the impending handover, 
	(
	(
	

	5. 
	Provided full contact details for the incoming employee and the date of the handover. 
	(
	(
	

	6. 
	Copy of correspondence is given to incoming employee
	(
	(
	

	7. 
	Copy of Handover Checklist to the Head of the PIU
	(
	(
	


Annexes:

	The following documents are attached:


	
	Date
	Name
	Position
	Signature

	Employee taking over
	
	
	
	

	Employee handing over
	
	
	
	

	Approved
	
	
	
	



