A Shift Handover Nobody Has to Rewrite
Blank template from Elvina Academy: https://elvina.ai/academy/templates/shift-handover
Fill it in for one role or process, then have the person who owns the process review it. Do not put passwords or employee records in this file.
Template
	Date
	Handover time
	Shift and outgoing lead
	Open issues
	Equipment
	Stock and deliveries
	People
	Do first
	Received by (initials)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



