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	RECORD OF HANDOVER

	Project Number:
	
	Project Title:
	

	Project Manager:
	
	Location:
	

	

	Sign Off Stage (More than one may be chosen)

	Handover to Department
	
	Handover to Maintenance
	
	

	

	Project Completion (end of liability)
	
	

	

	Sign off is deemed to be subject to the satisfactory completion and operation of all mechanical, electrical, controls, fire and security systems (including the issue of all test, commissioning and witnessing certificates) and satisfactory completion of all outstanding defects.


	Project Director:
	
	Date:
	
	PM action on comments:
	

	Comments:
	

	User Coordinator:
	
	Date:
	
	PM action on comments:
	

	Comments:
	

	Project Manager:
	
	Date:
	
	PM action on comments:
	

	Comments:
	

	Senior Supplier:
	
	Date:
	
	PM action on comments:
	

	Comments:
	

	Head of Maintenance:
	
	Date:
	
	PM action on comments:
	

	Comments:
	

	Fire Officer:
	
	Date:
	
	PM action on comments:
	

	Comments:
	

	Network & Infrastructure Manager:
	
	Date:
	
	PM action on comments:
	

	Comments:
	

	Engineering Manager:
	
	Date:
	
	PM action on comments:
	

	Comments:
	

	Operating & Maintenance Manuals
Archives Officer:

	
	Date:

	
	PM action on comments:

	

	Comments:
	


Reference

Date 08/03/2016
F.25 Record of Handover

