ELECTRI International
HANDOVER MEETING AGENDA

This example handover meeting agenda includes potential attendees and project information to be reviewed and discussed. Each company should tailor this template to their own company and project needs.

Project Information
	Project Name: 
	

	Project Number:
	

	Customer (GC/Owner):
	

	Date:
	




Meeting Attendees
	Position
	Name
	Attendance Status

	Estimator
	
	

	Project Manager
	
	

	Superintendent
	
	

	Foreman
	
	

	Safety
	
	

	Accounting
	
	

	VDC/BIM
	
	

	List other team members
	
	




Items to be Reviewed and Discussed
Project Scope and Contract Information
	Item
	Complete
	Notes

	Project / Contract Total
	☐Yes    ☐ No
	

	Project Overview
	☐Yes    ☐ No
	

	Major Systems
	☐Yes    ☐ No
	

	Scope of Work
	☐Yes    ☐ No
	

	Drawings and Specifications
	☐Yes    ☐ No
	

	Bid RFIs
	☐Yes    ☐ No
	

	Contract
	☐Yes    ☐ No
	



Opportunities and Risks
	Item
	Complete
	Notes

	Labor
	☐Yes    ☐ No
	

	Materials
	☐Yes    ☐ No
	

	Equipment
	☐Yes    ☐ No
	

	Prefabrication, preassembly kitting
	☐Yes    ☐ No
	

	Logistics and Coordination
	☐Yes    ☐ No
	



Schedule Review
	Item
	Complete
	Notes

	Start and end dates
	☐Yes    ☐ No
	

	Milestones
	☐Yes    ☐ No
	

	Critical tasks
	☐Yes    ☐ No
	



Other Items
	Item
	Complete
	Notes

	Subcontractor Quotes
	☐Yes    ☐ No
	

	Vendor Quotes
	☐Yes    ☐ No
	

	Bonds and Insurance
	☐Yes    ☐ No
	

	Permits and Inspection Requirements
	☐Yes    ☐ No
	

	List other items as needed
	☐Yes    ☐ No
	




Action Items
	ID
	Action Item
	Assigned To
	Due By

	1
	
	
	

	2
	
	
	

	3
	
	
	

	
	
	
	



2

