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OFFICE HANDOVER PACK
Everything someone would need to keep your business running if you weren't here tomorrow
	Business name
	

	Completed by
	

	Date completed
	

	Next review date
	



	How to use this pack
1. Fill in each section as fully as you can. Add or delete rows as needed.
1. Never write passwords in this document. Record where each login is kept instead, ideally in a password manager.
1. Store the completed pack somewhere secure that a trusted person can reach in an emergency.
1. Review and update it at least every six months, and whenever a system, supplier, or person changes.




1. Business essentials
The core details people are asked for most often.
	Legal or trading name
	

	Business address
	

	Company number (if Ltd)
	

	VAT number (if registered)
	

	Accounting year end
	

	VAT quarter ends
	

	Opening hours
	

	Insurance renewal date
	


2. Key contacts
Your accountant, bank, insurer, IT support, landlord, and the people you rely on most.
	Role
	Name and organisation
	Phone
	Email

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3. Systems and logins
Every system the business uses, and where to find access. Do not record passwords here.
	System
	What it's used for
	Account holder
	Where login is stored
	2FA device

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Regular tasks and deadlines
What needs doing, how often, and where the instructions are.
	Task
	Frequency
	Deadline
	Instructions or SOP location
	Backup person

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5. Finance and payments
Record the last four digits of account numbers only.
	Bank or account
	Purpose
	Last 4 digits
	Who can authorise payments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Payment approval process
	

	Payroll provider and pay dates
	

	Accounting software
	

	Where invoices and receipts are kept
	


6. Suppliers and contracts
	Supplier
	Service provided
	Renewal or end date
	Notice period
	Contract location

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7. Clients and work in progress
Live jobs, where they are up to, and what happens next.
	Client
	Current status
	Next action
	Deadline

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


8. Files and where to find them
	What
	Where it's stored (folder, system, or cabinet)

	
	

	
	

	
	

	
	

	
	

	
	


9. Policies, compliance, and accreditations
	Policy or accreditation
	Where it's kept
	Owner
	Next review or renewal

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


10. Open issues and useful notes
Anything in progress, unusual, or "only I know how to do this".
	

	

	

	

	


11. Handover sign-off
	Handed over by
	

	Received by
	

	Date
	

	Signatures
	



	Someone left in a hurry?
Smallbizbod provides interim and handover cover. I step in to keep your office running, document how everything works, and hand over smoothly to your new starter. Book a free chat at www.smallbizbod.com.
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Small Business. Big Support.




