
THE COMMITTEE MEMBER HANDBOOK  ·  FREE FORM

COMMITTEE HANDOVER CHECKLIST
Hand over cleanly when a chair, secretary or treasurer changes.

OUTGOING INCOMING

POSITION DATE

ITEM HANDED OVER WHERE KEPT / NOTES

Minutes book and correspondence

Passwords and portal access

Bank signatories and cards

Keys, fobs and remotes

Contracts and agency agreements

Insurance policies and claims

Open quotes and jobs

Defects and warranty claims

Disputes and legal matters

Arrears and payment plans

Compliance calendar

Supplier and contractor list

Owner roll and contact list (privacy)

Seal / common seal (if any)

OUTGOING SIGNATURE INCOMING SIGNATURE DATE

Free template from committeehandbooks.com. General template only, not legal advice. Check your state's rules and any official prescribed form.
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