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HANDOFF CHECKLIST

Use this checklist at the end of any decision that affects multiple functions, changes
priorities, reallocates resources, alters roles, impacts customers, or requires

managers to explain a shift to their teams.

1. What exactly was decided?
= What did we decide?
= |s this a final decision or directional?
= What is the expected outcome?

= Could each person explain the decision
in the same way tomorrow?

2. Why this, why now?
= Why are we making this decision now?
= What trade-offs are we making?
= What risks are we accepting?

= What context do managers need to
explain the decision to their teams?

3. Who owns execution?
= Who is the single accountable owner?
= Who is responsible for the next step?

= Who needs to be informed and/or
consulted before rollout?

4. What changes because of this?
= What work starts?
= What work stops?
= What work pauses or slows down?

= What resources are required?

5. What should be communicated?
= Who needs to hear this first?
» What should managers say?

= What should not be communicated
yet?
= Where could this be misunderstood?

6. How will we follow-up?
= When will progress be reviewed?
» What are the indicators of success?

» What should be escalated up to this
team?
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