
Project Handover Briefing 

Date: [Insert Date] 

To: [Team Members' Names] 

From: [Your Name] 

Subject: Handover of [Project Name] 

Dear Team, 

I hope this message finds you well. As we approach the completion of the [Project Name], I 

would like to formally initiate the handover process. This briefing aims to ensure a smooth 

transition and continued success for the project. 

Handover Details 

Project Overview: [Brief description of the project] 

Key Deliverables: [List of key deliverables] 

Timeline: [Project timeline and upcoming milestones] 

Current Status: [Current status of the project] 

Action Items 

• [Action Item 1] 

• [Action Item 2] 

• [Action Item 3] 

Questions and Next Steps 

Please feel free to reach out if you have any questions or require further clarification on any 

aspect of the project. A follow-up meeting will be scheduled on [Insert Follow-Up Date] to 

address any concerns and outline the next steps. 

Thank you for your cooperation and support during this transition. I look forward to your 

continued dedication and expertise as we move forward. 

Best regards, 

[Your Name] 



[Your Position] 

[Your Contact Information] 


