Your guide to a successtul
office project handover

How to confidently navigate project handovers,
saving time, money and stress
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What does a successtul handover look like?

® Duration
Several weeks

Hands-on training

@ Learn how to operate any technology/systems (e.g., machinery, appliances, computers, air
quality monitors, adjustable office furniture like sit-to-stand desks and ergonomic chairs)

Documentation

a Receive operation and maintenance manuals, warranties and statutory documentation
(e.g., fire safety certificate)

@ Follow-up support

Contact details for any future questions

@ Full confidence
In managing the space operationally
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Your handover process checklist

Here, we've assembled the key elements of a successful project handover. Save this

checklist so you can always approach your handovers with confidence and avoid

costly oversights.

——— /| Documentation and record-keeping

The foundation of a successful project
handover is meticulous documentation and
record-keeping. Organized records-like up-
to-date drawings, specifications, permits and
contracts-should be readily accessible. An
experienced project manager has pre-designed
checklists and trackers to guide the process
and capture the required set of project quality
records, including;

 Tender and procurement-
related documentation

« Contracts

« Permits and certifications

« Operations and maintenance manuals
« Training documentation and records

« Financial information and reports

Documentation requirements vary significantly
across different regions, reflecting diverse
regulatory landscapes and local priorities such
as the General Data Protection Regulation
(GDPR) compliance, environmental standards,
building safety, and ADA certifications. Project
managers must navigate these complex regional
differences to ensure compliance and prevent
costly delays in project handovers. Engaging
local experts is crucial for understanding

and adapting to these nuanced regulatory
environments, allowing for smooth transitions.
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Defined roles and responsibilities

As with all projects, clearly defining roles and
responsibilities in the project handover process
is crucial. This helps avoid miscommunication
or ambiguity about who is responsible for
defects, documentation or queries, which could
lead to delays.

Regular communication and collaboration

Up to this point, numerous stakeholders,
consultants, contractors, vendors and suppliers
have likely played a part within the project,

with the project management team channelling
all communications. This must continue
throughout the handover to ensure any final
messages or information is passed on and
discussed. Any unresolved issues should also be
addressed promptly and closed out.

Achieving project quality and satisfaction

A punch listis a document that lists all
outstanding work, deficiencies and defects that
require attention before a construction project
can be considered complete. Your construction
team should work on a punch list with you to
ensure no details are overlooked. This should
happen in the lead-up to practical completion,

Your project management team should identify
and agree on who handles each activity to

help streamline the handover process and set
clear expectations.

Clear communication leading up to and
during the handover can reduce potential
delays during the defects management
process and will help determine incomplete
tasks, fostering a smoother transition. Luckily,
effective project managers excel in the crucial
soft skills needed for this task-leadership,
stakeholder management and cross-
functional communication.

while previously identified defects should

have been addressed in the project planning
phase. At handover, this punch list acts as a
valuable resource for final snagging in the lead
up to practical completion, helping provide a
quality project outcome with which you can be
completely satisfied.
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—— /| Adequate training and knowledge transfer

A good handover sets you up to run the new
space independently. For this to happen, there
needs to be a thorough transfer of essential
knowledge from the project team. This should
be in the form of training sessions for key
staff on maintaining facilities, understanding
operating systems and learning how to

use specialized equipment, such as audio-
visual equipment.

| Post-handover support

The handover marks the beginning of the
operational phase, and you will undoubtedly
need the ongoing support of your project
team. Your project team should provide you

a post-handover support system, especially
during the defects liability period-typically 12
months from the practical completion date-to
be agreed upon during the procurement and
contractual stage.

Client-focused approach

Understanding and prioritizing what matters
most to you and the people who will use the

new space contributes to a successful handover.

A good project manager will put themselves
in your shoes and walk through the space,

Access to comprehensive maintenance manuals
and schedules from the contractors, vendors
and suppliers will ensure you can manage and
maintain the facility effectively in the future.

While these shared processes and procedures
should be somewhat standardized, experts also
take care to adapt for any local nuance.

This ongoing assistance ensures any unforeseen
issues with your space are promptly addressed
and reinforces a positive relationship between
parties even after the project is complete.

paying close attention to the critical areas users
will interact with daily, ensuring these areas

are functional, easily navigated, problem free
and operational.
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Sustainability and wellness efforts

Air quality and sustainability remain important
wellness factors for any new space. Part of this
process includes off-gassing new manufactured
products and materials and ensuring heating
and air conditioning systems are maintaining
good air quality and comfort levels. As you
increasingly target sustainability certifications to
meet promised carbon reduction levels, these
checks and measurements are critical. Ensuring
compliance with these standards during

the design, selection and handover phase
demonstrates a commitment to a healthier and
sustainable built environment,

Defining project success

Tracking project success is crucial for smart
decision-making and budget management.
Key metrics include cost savings, employee
retention, space utilization and energy
efficiency. A skilled project manager is vital in
this process, collecting and analyzing data to
generate actionable insights.

while also delivering business benefits such as
improved energy efficiency, lower energy costs
and reduced carbon emissions.

Sustainability efforts include incorporating:

« Measurable energy-efficient systems using
advanced technologies, like artificial
intelligence, to garner insights

« Sustainable materials
« Waste reduction strategies

» Ethical sourcing practices

They help transform information into strategic
assets that align your space with company
goals. This approach ensures optimal space
utilization, boosts productivity and drives
overall success by showing how your new
environment impacts performance and culture.



Ready to accomplish your next
dream project?

Learn more about what an experienced
project manager can bring to your
office project.

About JLL

For over 200 years, JLL (NYSE: JLL), a leading global commercial real
estate and investment management company, has helped clients buy,
build, occupy, manage and invest in a variety of commercial, industrial,
hotel, residential and retail properties. A Fortune 500 company with
annual revenue of $23.4 billion and operations in over 80 countries
around the world, our more than 112,000 employees bring the power of
a global platform combined with local expertise. Driven by our purpose
to shape the future of real estate for a better world, we help our clients,
people and communities SEE A BRIGHTER WAY*, JLL is the brand name,
and a registered trademark, of Jones Lang LaSalle Incorporated.
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