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Tips for completing templates

–
Every section of the template should be addressed. If the section is not relevant to the 


project, use ‘not applicable to this project’. This enables the project manager to tailor 


the documentation to the needs of the project, while ensuring the knowledge areas of 


project management have been addressed.

–
For an overview of the finalisation phase of project management within the OnQ 


methodology, please refer to the OnQ website ‘finalisation phase’.

–
While deleting the guidance box streamlines the appearance of the document it is also 


useful to save a version with all guidance intact. This allows you to review the guidance 


again if any changes are required to the document, following review by other parties.

–
Information can be presented in table form.

–
This document should be managed in accordance with the Department of Transport and 


Main Roads Recordkeeping Policy.

–
Any appendices at the back of the document are tools to assist in documenting the 


relevant information. The appendices have generally been developed for major projects 


and may need to be tailored to the size and complexity of the project. It is important 


therefore to take the time to determine which ones are relevant to the project. In order 


for the approving officers to know that the appendices have been considered, use ‘not 


applicable’ where appropriate, rather than just omitting or deleting an appendix. 

–
It could be useful to refer to a completed handover/completion report as an example 


of how to complete this document. 

–
Templates should be completed in a language that is:



–
clear and easy to understand



–
pleasant to read



–
well-punctuated and grammatically correct.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Document control sheet


Version history

	Version no.
	Date
	Changed by
	Nature of amendment

	
	dd/mm/yyyy
	 
	Initial draft.

	
	
	
	

	
	
	
	

	
	
	
	



Contact for enquiries and proposed changes

If you have any questions regarding this document or if you have a suggestion for improvements, please contact:

Project Manager:
Insert Project Manager's name here
Phone:

Insert phone number here
Handover report approval checklist
	 FORMCHECKBOX 

	Project governance is documented. Project customer, sponsor and manager have been identified and accept their responsibility.

	 FORMCHECKBOX 

	In relation to outstanding project issues:

· the issues have been clearly documented
· actions to resolve these issues are stated
· responsibility for the resolution of these issues has been identified
· the timeframe to achieve resolution is stated.

	 FORMCHECKBOX 

	In relation to operational handover:

· handover documents are clearly identified and attached as appropriate
· maintenance arrangements have been established and all required documentation is in place.

	 FORMCHECKBOX 

	In relation to ongoing operational issues:

· issues relevant to managing project deliverables on an ongoing basis have been identified
· actions or instructions for dealing with these issues have been identified.

	 FORMCHECKBOX 

	· Major impacts of the project on the business have been identified.

· Potential future impacts have been highlighted.

	 FORMCHECKBOX 

	· Major ongoing risks to the project have been stated.

· Mitigation strategies have been developed for these risks, where applicable.


Handover report approval

The following officers have approved this document.

In signing this approval:

· I agree that the document meets the standard required for the handover report deliverable (requirements above).
Project customer (accountable for ensuring the stated benefit(s) of the project to the business have been measured and achieved) 
	Name
	

	Position
	

	Signature
	
	Date
	


Project sponsor (accountable for representing the organisation(s) delivering the project)
	Name
	

	Position
	

	Signature
	
	Date
	


The following key stakeholders critical to the project’s success have endorsed this document. 

	Name
	

	Position
	

	Signature
	
	Date
	


Add further names as required
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Executive summary

Provide a summary of the handover report focussing on:

–
status of the implementation (are the outcomes operational)

–
outline of outstanding project or operational issues

–
how outstanding issues will be managed

–
outline of any major ongoing risks and suggested mitigation.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
1 Introduction

1.1 Purpose of this document


–
State the purpose of this document, generally this will include, obtaining formal 


acceptance from the customer that:


–
all deliverables have been delivered


–
all training is complete


–
product or service is fully tested and operates to specification


–
all appropriate documentation is provided


–
service support arrangements are in place.
–
Documentation of all variations to the original contract
–
Documentation of outstanding project issues and determining who is responsible for 


resolving them (operational area or project team).

To delete this guidance text box, double mouse click in the left margin and then press delete. 

Type here
1.2 References

List any documents to which this document refers, include all previous documentation prepared as part of this project.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
1.3 Definitions

In the table below, define any term the audience may not understand, including specific terms, abbreviations and acronyms.

To delete this guidance text box, double mouse click in the left margin and then press delete.
	Terms, abbreviations and acronyms
	Meaning

	
	

	
	

	
	


2 Governance

2.1 Project customer 
–
Accountable for ensuring the stated benefit(s) of the project to the business have been


measured and achieved.

–
Enter the name of the project customer.

To delete this guidance text box, double mouse click in the left margin and then press delete.

Insert name 

2.2 Project sponsor 
–
Accountable for representing the organisation that is delivering the project.

–
Enter the name of the project sponsor.

To delete this guidance text box, double mouse click in the left margin and then press delete.

Insert name 

2.3 Project manager
–
Appointed by the project sponsor to manage the project (and responsible for preparing 


this document).

–
Enter the name of the project manager.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Insert name 
3 Stakeholders

–
List all internal and external stakeholders with an interest in this document.

–
Stakeholders may be listed in tabular form (as below). 

To delete this guidance text box, double mouse click in the left margin and then press delete.
	Stakeholder area
	Stakeholder representative
	Responsibility
	Interest or context

	
	
	
	

	
	
	
	

	
	
	
	


Project purpose

3.1 Background

Provide a brief history of the project including details of: 


–
who initiated the project and how it was initiated


–
a clear statement of the real underlying problem addressed


–
a brief history of past community engagement, issues and outcomes


–
the impact of problems or issues over time.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
4.2
Outcomes and benefits 

–
Define the outcomes and benefits that were required from this project.

–
Identify which of these outcomes and benefits were achieved.

–
Identify any additional outcomes and benefits achieved.

To delete this guidance text box, double mouse click in the left margin and then press delete.

Type here
3.2 Links with the department’s objectives

–
Describe how the project links to departmental objectives.

–
If the project has not originated from departmental objectives, state how it supports the 


strategic direction.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
Scope of project

List all items that were included in the scope of this project and note performance of the project against scope items.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
4 Outstanding project issues

Identify any unresolved or outstanding issues that still exist at the date of becoming operational:


–
list any assumptions made about these issues


–
what action is envisaged to resolve the issue(s)


–
who is responsible for the issue(s)


–
when a resolution will be achieved


–
the outstanding issues may best be presented in a table as outlined below.

To delete this guidance text box, double mouse click in the left margin and then press delete.
	Issue
	Action to complete
	Responsible
	Date

	For example: Training incomplete or ineffective
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Operational handover

4.1 Documents for handover

Identify the documents that have been assembled for handover to operations, this may include such items as: 


–
constructed plans


–
operations manuals


–
guarantees and warranties


–
training packages


–
list of outstanding defects.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
4.2 Maintenance and support 

–
Outline any maintenance arrangements that have been established.

–
Confirm that maintenance agreements and contracts are documented.

–
Outline any other support arrangements that have been established for project outputs.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
4.3 Overview of impacts

–
Outline the major impacts the project has had on the business. 

–
Outline the potential future impacts that may eventuate under certain conditions (for 


example, an increase or decrease in customer demand and so on). 

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
4.4 Risks

List the major ongoing risks as identified by the project suggest mitigation strategies where applicable.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
4.5 Operational issues

–
Define any issues relevant to the operational areas and suggested follow-up actions or 


instructions. 

–
These will be issues outside of the project scope, but which may impact on the ongoing 


operation of the deliverables.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
When all information has been put into this document and the guidance text boxes have been deleted, it will be necessary to reformat the document. To update the table of contents:


–
right click mouse in the table of content, ‘click update fields’


–
click on ‘update entire table’, then click ‘ok’. (This will update the table of 



contents to show the new page numbers).

To delete this guidance text box, double mouse click in the left margin and then press delete.

Appendix A – <title here>
This appendix may include such items as manuals, warranties and outstanding actions list.

To delete this guidance text box, double mouse click in the left margin and then press delete.
Type here
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