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Handling Over Document

	Project Name: 
	Project Id (If any): 

	Name of the Associate: 

Relinquishing the task: (handing over)         

Contact phone, email-Id


	Name of the Associate:

Accepting the task: (Taking over)



	Reporting PM: 


	Project leader:



	Date: 

	Reason for task handover: 


	S.No.
	Issues
	Details
	Remark*

	1
	Current status of the project:

(Milestones, back up information in VSS)
	· 
	

	2
	Database File / Folder locations.              (Inputs received, data base created communications etc)
	· 
	

	3
	Project File:              

 (Documentation –technical. Quality etc….)
	· .


	

	4
	Any pending customer issues?

(To be answered, analyzed, incorporated, Important communication)
	
	

	5
	Status of customer supplied deliverables.: (Available with associate handing over task)
	
	

	6**
	A brief note about the prerequisites and procedures to execute remaining part of project: 

(Without the note the document stands null & void. Append document if needed, reference documents-technical, quality, specifications etc….)

Following entities would be considered as sufficient to manage project in the absence of the associate:

 
	


Approval of PM/PL: 
(*Mandatory field should be verified for process continuity.)

(** Team Leader / Project Leader to verify availability of required inputs to execute the tasks without turn backs)
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