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20/2/2012 :- 
Dear All,

This is very useful document in day to day activities for us. The document is created to handover the pending tasks when we have some on site schedule for client site training /Implementation / support or any personal leave. We are supposed to hand over our work to our partner and we have to maintain Work Assignment document for office record. After returning to office you are suppose to take this document from the assignee and submit to me for record. If we keep the track of our work, then there is no chance that we can skip one ore more tasks even after discontinuation in office attendance.
Action taken:-
If assigning person has not taken it seriously and ignored the responsibility then office memo will be given to him/her.
Responsibility Assignment Partners: ----------
Department All:-

1) Nilesh 
< >  Shailesh.

Development Team:-

2) Vishla 
< >Ravi 
< > Nikhil

3) Ashwini 
< > Vikrant

4) Nikhil < > Vishal

Support Team:-

5) Kaisar 
< > Sagar 
< > Sandeep

6) Ashish 
< > Gauri 
< > Abhijeet

7) Vaibhav
< > Sagar
< > Nitin

Account Team :- 

8) Nilesh 
< > Kaustav 
< > Sajid

Work Handover Sheet









Date : ……………
Handover By: -
…………………………………………………………

Handover To: -
…………………………………………………………
Reason:
On site Training / Implementation


Support Client site


Leave

Period from:

Period To:

Work Details
:-

	Sr. No
	Client Name 
	Pending Task/ Issue 
	Solutions suggested
	Submission date
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Going to Client Name: 





Place:











Remarks at the time of Handover:-

















…………………………..	            --------------------------------			…………………………..


Assign by (Name & Sign)		      Authorized By     				Assign To (Name & Sign)





Remarks at the time of Return:-











……………………………..		    --------------------------------	            ………………………………….


Handover to (Name & Sign)		      Authorized By     		                 Handover by (Name & Sign)








