Template for the Perfect Holiday Handover
Employee Name: [Employee Name]
Department: [Department]
Position: [Position]
Holiday Period: [Start Date] to [End Date]
Replacements: [Name of Replacement]
Preparation Meeting: [Date and Time]
1. Summary of Current Tasks
Handover Protocol: Task status log in Excel
2. Important Contacts and Communication
Internal Contacts:
· Name: [Name], Role: [Role], Contact: [Email/Phone]
External Contacts:
· Name: [Name], Company: [Company], Contact: [Email/Phone]
Communication Channels:
· Preferred Method: [Email, Phone, etc.]
· Calendar Status: [Add symbol or emoji]
5. Passwords and Access
Password Management: [Secure sharing procedure]
6. Out-of-Office Message and Email Forwarding
Out-of-Office Message: [Sample text]
Email Forwarding: [Rules and notes to avoid loops]
7. Open Items and Risks
Open Items:
· Item 1: [Description]
· Item 2: [Description]
Risks and Challenges:
· Risk 1: [Description and possible measures]
· Risk 2: [Description and possible measures]
8. After Returning
Feedback Loop: [Plan for feedback after return]
Work Status Update: [Measures for quick reintegration]
9. Additional Notes
Special Remarks: [Further relevant information or notes]
