
Clubs Handover Checklist 
(SAMPLE ONLY)

Here’s a sample checklist for an HANDOVER that will help you work out what needs to be done and make everyone’s jobs easy to follow. 
	Item
	Action

Required
	Responsibility
	Deadline
	Completed

	
	
	
	
	

	Keys
	
	
	
	

	Bank Accounts
	
	
	
	

	Mail Boxes
	
	
	
	

	Equipment
	
	
	
	

	Role description
	
	
	
	

	Contact names
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Clubs Manager
	
	
	
	

	VUW Bookings
	
	
	
	

	Event
	
	
	
	

	Patron
	
	
	
	

	Website
	
	
	
	

	Facebook
	
	
	
	

	Twitter
	
	
	
	

	Newsletters
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


