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Construction Job handover and work pack
Select actual information needed by the people doing the work. Keep private office notes, unrelated work and internal commercial information separate. This worksheet does not create a Booking or replace project-specific technical and safety arrangements.
Job / Customer / site reference: __________________________________________
Work address and relevant areas: __________________________________________
Actual date, time and timezone / confirmation status: __________________________________________
Assigned people and operational roles: __________________________________________
Work contact / purpose: __________________________________________
Access contact and confirmed arrangement: __________________________________________
Scope and accepted specification references: __________________________________________
Related accepted changes to include: __________________________________________
Exclusions and boundaries: __________________________________________
Current drawings and selected supporting records: __________________________________________
Readiness and dependencies
	Required input
	Actual position / evidence
	Person confirming
	Open action / timing

	[Material, access, preceding work or decision]
	[Confirmed or still unknown]
	[Named person]
	[Question / owner / review]

	[Material, access, preceding work or decision]
	[Confirmed or still unknown]
	[Named person]
	[Question / owner / review]

	[Material, access, preceding work or decision]
	[Confirmed or still unknown]
	[Named person]
	[Question / owner / review]

	[Material, access, preceding work or decision]
	[Confirmed or still unknown]
	[Named person]
	[Question / owner / review]

	[Material, access, preceding work or decision]
	[Confirmed or still unknown]
	[Named person]
	[Question / owner / review]


Selected work-pack contents
☐ Current scope and relevant specification   Selected record / current version: ______________
☐ Applicable drawing versions   Selected record / current version: ______________
☐ Operational contacts and access information   Selected record / current version: ______________
☐ Confirmed materials / supply boundaries   Selected record / current version: ______________
☐ Relevant project safety arrangements and briefing references   Selected record / current version: ______________
☐ Known open question affecting the actual work   Selected record / current version: ______________
☐ Route for reporting outcome or changed conditions   Selected record / current version: ______________
Outcome to return
Work actually completed / area: __________________________________________
Information or issue still open: __________________________________________
Evidence or document reference: __________________________________________
Person reviewing the outcome: __________________________________________
Next responsibility / proposed return arrangement: __________________________________________


Worked handover example
Example: an alcove joinery package is being prepared for attendance. The scope reference is available, but a changed finish selection and material readiness still need review. This is not a claim that a real Job is ready or a date confirmed.
	Input
	Example position
	Next responsibility

	Relevant scope
	Identified offer/specification reference to use
	Office checks current agreed version and any accepted adjustment

	Finish selection
	New customer choice raised; effect not yet reviewed
	Assigned person obtains specification and reviews scope

	Material readiness
	Availability confirmation pending
	Named office coordinator checks source and updates the work

	Access
	Operational contact identified; arrangement needs confirmation
	Coordinator confirms actual attendance route


Before giving the pack to the team
☐ The actual scope and status are clear
☐ A proposed date is not presented as confirmed
☐ Relevant roles can obtain the selected information
☐ Old drawings or contradictory private instructions are resolved
☐ Open dependencies have owners rather than assumed readiness
☐ Appropriate competent and safety review remains with the actual project process
Further reading: https://www.fmb.org.uk/find-a-builder/ultimate-guides-to-home-renovation/working-with-your-builder.html
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