SAMPLE HANDOVER PLAN

	Project
	Steps
	Time
	Who
	Due date
	Successful outcome

	4 weeks plus before leave

	eg Description of significant project/account 1 in here
	· Detailed steps in here



· Detailed steps in here
	60 mins

2 hours
	JB

JB
	Mid-May

By end of May
	XXXX

	Project 2
	
	
	
	
	

	Project 3
	
	
	
	
	

	Project 4
	
	
	
	
	

	3 weeks before leave

	eg.Description of significant project/account 1 in here (replicated from above)
	· Detailed steps in here
	1.5 hours
	JB
	7/6
	XXX

	Project 2
	
	
	
	
	

	Project 3
	
	
	
	
	

	Project 4
	
	
	
	
	

	2 weeks before leave

	eg.Description of significant project/account 1 in here (replicated from above)
	
	
	
	14/6
	

	Project 2
	
	
	
	
	

	Project 3
	
	
	
	
	

	Project 4
	
	
	
	
	

	1 week before leave

	eg Description of significant project/account 1 in here (replicated from above)
	
	
	
	21/6
	

	Project 2
	
	
	
	
	

	Project 3
	
	
	
	
	

	Project 4
	
	
	
	
	


