Project Handover Documentation

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: Project Handover Documentation for [Project Name]
Project Overview

Project Name: [Project Name]

Project Start Date: [Start Date]

Project End Date: [End Date]

Objectives and Deliverables

[List of key objectives and deliverables]

Completed Tasks

[List of completed tasks]

Pendings & Recommendations

[List of pending items and recommendations for future actions]

Documentation

The following documents are attached for your reference:
« [Document 1]

e [Document 2]
e [Document 3]

Contact Information

If you have any questions, please feel free to reach out:



Email: [Your Email]

Phone: [Your Phone Number]

Thank you for the collaboration throughout the project.
Sincerely,

[Your Name]

[Your Position]

[Your Company]



