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RECORD OF PROJECT HANDOVER BETWEEN 
SITE ENGINEERS
CDFR20-XX
This form should be completed to ensure a complete and seamless handover from one site engineers to another. 

	Project Name:
	
	Project No.:
	

	Date:
	
	Rev No.:
	



	Description of Project Activities: (To be completed by Outgoing Site Engineer)

	


	
	Outgoing Site Manager:
	

	Incoming Site Manager:
N.B. Must receive site induction
	

	Project Manager:
	

	Handover Date: 
	

	Details of working restrictions (e.g. working hours)
	e.g. 0800HRS TO 1630HRS Mon to Thurs.
0800hrs to 1500hrs Fri



	Client Contact:
	

	Date Client was / will be notified of the handover:
	



	Handover Documentation: 
The following documentation is required for formal handover of a site:

	Document
	Format
	Comments

	
	Electronic
	Hard Copy
	

	RAMS
	
	
	

	Permit Register (Live Permits)
	
	
	

	Client Work Authorisation Permit(s) & any associated access key(s)
	
	
	e.g. gate/building access keys, SSL keys etc.

	Service Plans & Available Information, including findings of any investigation works undertaken located
	
	
	

	Statutory Daily and Weekly Inspections
	
	
	

	Major Risks (e.g. Chemicals / Personnel)
	
	
	

	Temporary Works 
	
	
	TWC is:

	Plant Sheets
	
	
	

	Stores & Quarantine
	
	
	

	Service Plans
	
	
	

	Project Management Plan 
	
	
	

	Environmental Management Plan, Constraints and Controls
	
	
	

	Construction Phase Plan
	
	
	

	Schedule
	
	
	

	Customer Engagement Plan
	
	
	

	Project Sustainability and Social Value Plan
	
	
	

	Site Carbon Smart Checklist
	
	
	

	Site Material and Waste Management Plan
	
	
	

	Material Orders
	
	
	

	Instrument Checks
	
	
	

	Inspection & Test Plan and Quality Records
	
	
	

	Lessons Learned
	
	
	

	NCOs
	
	
	

	Defects
	
	
	

	Commissioning Plan
	
	
	

	Document Schedule
	
	
	

	Master Drawing File
	
	
	

	Technical Queries
	
	
	

	[bookmark: _Hlk170389853]Notification of a new Site Managers Forms 
	
	
	i.e. CDFR20-02 New Site Management Qualification Record and CDFR20-03 Appointment of Site Safety and Environmental Supervisor Memo or Delegation Memo whichever applicable as per the process.

	Planned Pre-commencement Meetings
	
	
	

	Access to all relevant IT systems and information confirmed
	
	
	

	All noticeboards been changed with right names
	
	
	










	Look ahead Commentary incl. any Key Dates, Relevant Contacts, Deliveries, Sub-contractor Works any expected Induction Required, status of installation works and As Built DWGs. (Outgoing Site Manager)

	



	Major risks that need to be communicated e.g. Chlorine Gas, Buried Services/Critical Assets, DSEAR areas/zones etc. (Outgoing Site Manager)

	



	Constructability Commentary e.g. Working Hours for site / office staff (Outgoing Site Manager)













	Any health restrictions with the personnel on site the SM should be made aware of (Outgoing Site Manager)

	









	Any specific subcontractor or supplier issues including any specialist skills? (Outgoing Site Manager)











	Site Specific Emergency & Contact Details – who needs to be informed in the event of an emergency, including how to operate the clients main electronic gate in the event of a power failure (where applicable) (Outgoing Site Manager)

	



	Outgoing Site Manager signs to confirm:

	· Handover of Site Management duties, documentation and Client’s keys
· Wider team has been updated with details of the incoming Site Manager

	Signature:
	
	Date:
	

	Incoming Site Manager signs to confirm: N.B. Must be handed over to alternate if incoming SM not available

	· Acceptance of Site Management duties, documentation and Client’s keys
· Update key documentation with new information


	Signature:
	
	Date:
	

	Project Manager for the project signs to confirm:

	· Handover has been achieved

	Signature:
	
	Date:
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