FIRST HIRE
Handover Checklist
[Project name]
	Handing over
	[Contractor or project team]

	Receiving
	[Client or operating organisation]

	Site or asset
	[Location and description]

	Handover date
	[dd Mon yyyy]

	Completion certificate
	[Reference and date]

	Defects liability period
	[Start date to end date]



	HOW TO USE THIS TEMPLATE
Replace [square brackets] with your own details and delete items that do not apply.
Tick the Done column (type an X over the box) only when the evidence is in hand, and say where the evidence is kept.
Do not sign the handover until every item is done or listed under Open items accepted at handover.


[bookmark: _87wc84qtmtjw]A. Completion and acceptance
	#
	Item
	Responsible
	Due
	Done
	Evidence or location

	1
	Practical completion certificate issued
	[Name]
	[Date]
	☐
	[Filed in ...]

	2
	Snagging list closed out
	[Name]
	[Date]
	☐
	[Final list]

	3
	Defects liability period dates recorded
	[Name]
	[Date]
	☐
	[Certificate]

	4
	Final inspection carried out with the client
	[Name]
	[Date]
	☐
	[Inspection record]


[bookmark: _9on4t6dohlz2]B. Documents
	#
	Item
	Responsible
	Due
	Done
	Evidence or location

	5
	As-built drawings
	[Name]
	[Date]
	☐
	[Folder or drive link]

	6
	Operation and maintenance manuals
	[Name]
	[Date]
	☐
	

	7
	Warranties and guarantees
	[Name]
	[Date]
	☐
	

	8
	Test and commissioning certificates
	[Name]
	[Date]
	☐
	

	9
	Permits, approvals and occupancy certificate
	[Name]
	[Date]
	☐
	

	10
	Health and safety file
	[Name]
	[Date]
	☐
	


[bookmark: _3tm8f3qcrr2s]C. Keys, access and equipment
	#
	Item
	Responsible
	Due
	Done
	Evidence or location

	11
	Keys, access cards and codes handed over
	[Name]
	[Date]
	☐
	[Signed key register]

	12
	Spare parts and special tools handed over
	[Name]
	[Date]
	☐
	[Inventory]

	13
	Utility accounts and meters transferred
	[Name]
	[Date]
	☐
	[Meter readings]


[bookmark: _dh8ng8kuk4bk]D. Training and transition
	#
	Item
	Responsible
	Due
	Done
	Evidence or location

	14
	Operator and user training delivered
	[Name]
	[Date]
	☐
	[Attendance record]

	15
	Maintenance schedule agreed
	[Name]
	[Date]
	☐
	

	16
	Emergency and support contacts list issued
	[Name]
	[Date]
	☐
	


[bookmark: _ewi77raxkf6f]E. Money and contracts
	#
	Item
	Responsible
	Due
	Done
	Evidence or location

	17
	Final account agreed
	[Name]
	[Date]
	☐
	[Signed statement]

	18
	Retention release date and amount confirmed
	[Name]
	[Date]
	☐
	

	19
	Insurance and bonds released or extended as required
	[Name]
	[Date]
	☐
	

	20
	Outstanding claims or variations settled
	[Name]
	[Date]
	☐
	


[bookmark: _ynwuavb00auc]F. Project closure
	#
	Item
	Responsible
	Due
	Done
	Evidence or location

	21
	Lessons learned workshop held
	[Name]
	[Date]
	☐
	[Report]

	22
	Closeout report issued to the sponsor
	[Name]
	[Date]
	☐
	

	23
	Project records archived
	[Name]
	[Date]
	☐
	[Archive location]

	24
	Funder and stakeholders notified of completion
	[Name]
	[Date]
	☐
	


[bookmark: _u2prks82t49j]Open items accepted at handover
Anything not finished that the receiving party agrees to accept, with who will finish it and by when.
	#
	Open item
	Owner
	Due
	Cost responsibility

	1
	[Item]
	[Name]
	[Date]
	[Contractor or client]

	2
	[Item]
	[Name]
	[Date]
	[Contractor or client]

	3
	[Item]
	[Name]
	[Date]
	[Contractor or client]


[bookmark: _g84sy4c4qr9v]Handover acceptance
By signing, the receiving party accepts the works and the items above, and the handing-over party confirms that all listed items are complete or recorded as open items.
	Name
	Role
	Signature
	Date

	[Name]
	Handing over (contractor)
	
	

	[Name]
	Project manager
	
	

	[Name]
	Receiving party (client)
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