
Employee handover document
This document records responsibilities, current work and practical knowledge for the person taking over. Review open
points and add details together where needed.

Fill in the relevant fields and add more rows where needed.

Name Role

Last working day For the person taking over

1 Role and responsibility

2 Current projects

Project Status Next step Due date Contact Files or links

3 Recurring tasks

Task Frequency Time
needed Location or template Notes

4 Key contacts

Name Organisation or role Email Contact
channel Notes
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5 Tools and business access

Tool or system Purpose Hand over to Next action

6 Practical knowledge and exceptions

7 Open questions and risks
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