
Project Handover Report 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Company: [Company Name] 

Dear [Recipient Name], 

I am pleased to submit the project handover report for [Project Name]. This report outlines the 

essential details, key deliverables, and lessons learned from the project. 

Project Overview 

Project Name: [Project Name] 

Project Manager: [Project Manager Name] 

Start Date: [Start Date] 

Completion Date: [End Date] 

Key Deliverables 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

Lessons Learned 

[Brief description of lessons learned] 

Next Steps 

[Outline the next steps or follow-up actions required] 

Please feel free to reach out if you have any questions or require further information. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


