Handover Checklist
Company name: ____________________    Document no.: __________    Version / Date: __________

Departing Employee Details
	Name
	

	Position / Department
	

	Last working day
	

	Successor
	

	Direct supervisor
	



Work & Project Handover
	Task / Duty
	Current status
	Deadline
	Successor
	Handed over (Y)
	Remarks

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Client / Supplier Contacts
	Client / Supplier
	Contact person
	Status & points to note
	Notified (Y)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Documents & Files
	Document / File name
	Location (physical / cloud)
	Transferred (Y)
	Remarks

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Return of Company Property
	Item
	Asset / serial number
	Condition
	Date returned
	Received by (signature)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



System Access Revocation (completed by IT)
	System / Account
	Date revoked
	Data transferred to
	IT signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Confirmation
Departing employee signature: __________  Date: ________
Successor signature: __________  Date: ________
Department head signature: __________  Date: ________
HR confirmation (final payment may be released): __________  Date: ________

This template is provided by hkhrtool.com for general reference only and does not constitute legal advice. Please adapt it to your company policy and each individual case before use.
