
Process Handover Documentation
(Engineering)
1. Project Information
Project Name:

Process Name:

Date of Handover:

Prepared By:

Recipient(s):

2. Process Overview
Process Description:

Objective:

Scope:

3. Key Contacts

Name Role Email Phone

4. Documentation & References
Documents / Files:

Locations (Links, paths):

5. Process Flow / Steps



1. 

2. 

3. 

6. Tools & Systems Used

7. Known Issues & Risks

8. Recommendations / Next Steps

9. Approval Sign-Off

Name Signature Date
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