
Sample Handover Email

Subject: Handover of Responsibilities and Transition Plan

Dear [Recipient's Name],

I hope this email finds you well. I am writing to formally hand over my current responsibilities and to

provide you with a smooth transition plan as I prepare to move on to new opportunities within the

organization.

Effective [Last Working Day], I will no longer be in my current role as [Your Current Position]. I would

like to ensure a seamless transfer of tasks and knowledge to you so that you can step into this role

confidently. Below is an outline of the handover process:

1. Task Inventory:

   I have compiled a detailed list of all ongoing projects, tasks, and responsibilities that I am currently

handling. I will share this document with you as an attachment to this email.

2. Meetings and Contacts:

   To help you get up to speed, I will invite you to join me in any relevant meetings I have scheduled

before my departure. Additionally, I will introduce you to key contacts within the team and other

departments to facilitate networking and collaboration.

3. Documentation and Files:

   I will ensure that all relevant documents, files, and information are organized and accessible on

our shared drive or any other designated platform. If there are any confidential files that require your

access, I will work with our IT department to grant you the necessary permissions.

4. Training and Knowledge Transfer:

   Over the next [timeframe], I am available to provide one-on-one training sessions with you. We

can go over the processes, tools, and specific aspects of the role to ensure a smooth handover. If

there are any specific areas you would like me to focus on, please let me know, and I will be happy

to accommodate your needs.

5. On-Call Support:



   Even after the transition, I will make myself available via email or phone to answer any questions

you might have during your initial period in the role. Please don't hesitate to reach out if you need

any assistance.

6. Accomplishments and Ongoing Projects:

   I will also prepare a summary of the projects I've been working on and their current status. This

will help you understand the priorities and critical tasks that need immediate attention.

7. Other Relevant Information:

   If there are any additional resources or information you require for a successful transition, please

let me know, and I will be glad to provide them.

I want to assure you that I am committed to making this handover as smooth as possible for both

you and the team. I believe you will excel in this role, and I am confident that you will find the team

supportive and collaborative.

If there's anything specific you'd like to discuss or any particular aspect you would like to focus on

during the handover process, please let me know, and I'll be happy to accommodate your needs.

Thank you for your understanding and cooperation during this transition. I am looking forward to

supporting you in any way I can.

Best regards,

[Your Name]

[Your Current Position]

[Your Email Address]

[Your Phone Number]


