Project Handover Responsibilities

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Project Handover Responsibilities
Dear [Recipient's Name],

I hope this message finds you well. As we approach the completion of the [Project Name], |
would like to outline the responsibilities for the handover process to ensure a smooth transition.

Project Overview

[Brief description of the project objectives and goals]

Handover Responsibilities

Documentation: Ensure all project documentation is complete and accessible.

Team Transition: Introduce key team members to their new roles and responsibilities.
Knowledge Transfer: Schedule meetings for knowledge transfer sessions.

Client Communication: Inform clients of project status and next steps.

Final Reporting: Prepare the final project report summarizing achievements and
challenges.

Timeline

The handover process will commence on [Start Date] and is expected to conclude by [End Date].
Please feel free to reach out if you have any questions or require further information.

Thank you for your cooperation and support.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



