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How to use this template
Use this handover whenever responsibility moves from one manager to another. The purpose is to protect

continuity.

Write clearly. Include facts, decisions, unresolved issues and next actions. The incoming manager should be

able to understand the state of the business quickly without needing a long explanation.
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Handover details
Date:

Venue:

Outgoing manager:

Incoming manager:

Shift:

Handover time:

Service period:
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Critical Information
Use this box for anything the incoming manager must know immediately.

Critical note 1:

Critical note 2:

Critical note 3:
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Business overview
Sales:

Transactions or covers:

Average spend:

Labour hours:

Labour percentage:

Major variances:

What changed the result today?
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Staffing
Attendance was checked.

Lateness was recorded.

Absences were recorded.

Shift swaps were approved and noted.

Strong performance was recognised.

Performance concerns were documented.

Training required has been identified.

Any welfare or conduct concern has been escalated.

Staffing notes:
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Customer experience
Complaints have been recorded.

Compliments or positive feedback have been captured.

Refunds have been noted.

Unresolved customer issues have an owner.

VIPs or important bookings have been highlighted.

Dietary requirements or allergy concerns have been communicated.

Service delays have been explained.

Customer experience notes:
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Operations
Equipment problems have been recorded.

Maintenance issues have been escalated.

Supply issues have been noted.

Stock shortages have been communicated.

Cleaning issues have been assigned.

Service delays have been explained.

Any process failure has been noted for review.

Operations notes:
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Food safety and compliance
Temperature issues have been recorded.

Food safety incidents have been documented.

Allergen matters have been communicated.

Injuries or near misses have been recorded.

Inspection notes have been captured.

Corrective actions have an owner.

Food safety and compliance notes:
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Cash and finance
Reconciliation issues have been recorded.

Refunds have been explained.

Voids have been explained.

Discounts or comps have been reviewed.

Cash discrepancies have been escalated.

Banking or safe drop status is clear.

Cash and finance notes:



RICKY RECALCATI MANAGER HANDOVER TEMPLATE

rickyrecalcati.com 10

Deliveries and suppliers
Expected deliveries are listed.

Late deliveries have been noted.

Substitutions have been approved or rejected.

Damaged goods have been separated and recorded.

Supplier issues have been assigned for follow-up.

Delivery and supplier notes:
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Upcoming priorities
Next shift priorities are clear.

Bookings have been reviewed.

Events have been communicated.

Deadlines have been noted.

Orders that need attention have been highlighted.

Critical opening or closing tasks have been identified.

Priority notes:

Outstanding actions

Action Owner Deadline Priority Status
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Incoming manager acknowledgement
I have read this handover and understand the critical information, outstanding actions and priorities for the

next shift.

Incoming manager name:

Acknowledgement time:

Questions or clarifications:
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Signatures
Outgoing manager signature:

Incoming manager signature:
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Continue Exploring
Scaling Hospitality

The System Is the Service

Why Better Systems Build Better Businesses

Resources Library

rickyrecalcati.com

https://www.rickyrecalcati.com/books/scaling-hospitality
https://www.rickyrecalcati.com/articles/the-system-is-the-service
https://www.rickyrecalcati.com/articles/why-better-systems-build-better-businesses
https://www.rickyrecalcati.com/resources
https://www.rickyrecalcati.com

