Project Information File
Handover Information from last year’s project leader


	Project name


	

	Your name(s)


	

	What have you enjoyed most this year about your role?


	

	What have you least enjoyed this year about your role?


	

	What training would you recommend that your successor does? (this may be training you’ve done this year or a suggestion for something new.


	

	How many hours have you spent on your project/team this year?


	

	How many volunteers in total have been actively involved in your project/team this year?


	

	Have you been involved in any fund-raising? If so, please give details of what you did and how successful you were.


	

	Why should someone considering this role take it on? (e.g. what are the best bits and what will they get out of it?)


	

	Anything you wish you had been told before you took on the role?

 
	

	What are the key things that you think have worked best for you this year that you would recommend doing again?


	

	What are the key things that you wish you had done differently?


	


