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	Handover Form

	Project name
	 DOCVARIABLE "projname" \* MERGEFORMAT 

	Customer name
	 DOCVARIABLE "custname" \* MERGEFORMAT 

	Project manager
	 DOCVARIABLE "projmgr" \* MERGEFORMAT 

	Project description
	

	Key Department  and Customer Staff

	
	Name
	Phone
	E-mail address

	Project manager
	
	
	

	Account manager
	
	
	

	Department manager
	
	
	

	Program manager
	
	
	

	Customer project sponsor
	
	
	

	Principal user contact
	
	
	

	Principal technical contact
	
	
	

	Project Initiation Information (Handover to Project Manager)

	Project Start Date
	
	Handover Date
	

	Project Revenue
	$
	Budgeted Cost
	$

	The contract has been signed
N/A (
Yes (
No (

	The RFP is attached to this form
N/A (
Yes (
No (

	The proposal is attached to this form
N/A (
Yes (
No (

	The contract or letter of agreement is attached to this form
N/A (
Yes (
No (

	An introductory meeting with the customer has been scheduled
Yes (
No (
Date:


Location:




	Project Closing Information (Handover from Project Manager)

	
	Projected
	Actual
	Variance

	Project Start Date
	
	
	

	Completion Date
	
	
	

	Project Revenues
	
	
	

	Project Costs
	
	
	

	The contract terms have been satisfied
Yes (
No (

	The customer is satisfied with the results of the project
Yes (
No (

	Formal acceptance is attached to this form
Yes (
No (

	A project close-out meeting with the customer has been scheduled 
Yes (
No (
Date:


Location:
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