Business handover checklist
Pivot Point Advisory | Editable planning worksheet
Business: ____________________   Owner: ____________________   Review date: ____________________
Adapt this original worksheet to your circumstances. It supports discussion and planning; legal, tax and transaction documents require appropriate professional advice.
	Workstream
	Task or evidence
	Outgoing owner
	Incoming owner
	Due date
	Signed off

	People
	Roles, key contacts and unresolved matters
	
	
	
	

	Customers
	Introductions, contracts and active commitments
	
	
	
	

	Finance
	Reporting, payment authority and upcoming obligations
	
	
	
	

	Operations
	Processes, suppliers, stock and open work
	
	
	
	

	Systems
	Authorised access, backups and security ownership
	
	
	
	

	Governance
	Decision rights, records and required approvals
	
	
	
	

	Follow-up
	Support period, escalation and review
	
	
	
	


Decisions and next actions:

https://pivotpointadvisory.co.nz/contact
