Client Handover Document
Project Summary and Results
Open by restating what was achieved against the goals you set, so the first thing the client reads is the win. This section doubles as the seed of your case study.
Client and project name: ________________________________
Goals you set out to achieve: ________________________________
What was delivered and the results, with numbers where possible: ________________________________
Key decisions made and why: ________________________________
What You Are Receiving
List every file and asset in the handover so the client knows exactly what they own and where it lives.
Final deliverables and their formats: ________________________________
Source or editable files included: ________________________________
Location of the organized file folder or shared link: ________________________________
Licenses or rights transferred: ________________________________
Access and Ownership Transferred
Record every account and credential moved to the client, so nothing stays tied to you and there is no future security or support risk.
Accounts transferred (domain, hosting, analytics, ad accounts): ________________________________
Admin or ownership granted to which client email: ________________________________
Confirmation that shared passwords were removed: ________________________________
Anything still under your management and why: ________________________________
How to Use and Maintain This
Give the client a short guide so they can succeed without you, which protects your margin from support creep and makes the handover memorable.
Step-by-step on using or editing the deliverable: ________________________________
Link to a short walkthrough video (Loom or screen recording): ________________________________
What to watch for and routine maintenance: ________________________________
Recommendations and suggested next steps: ________________________________
Working Together Again
Close with a warm thank-you and a clear, low-pressure next step, so the relationship ends on a human high and an open door.
A genuine thank-you note: ________________________________
Retainer, care package, or next-phase offer: ________________________________
How and when to reach you for future work: ________________________________
Invitation to leave a testimonial or refer someone who needs similar help: ________________________________
