
Manufacturing Shift Handover Checklist
Daily Operations

PRODUCTION AREA DATE

____ / ____ / ________

OUTGOING SUPERVISOR INCOMING SUPERVISOR SHIFT

PRODUCTION STATUS

Current product running

Batch / work order #

Units produced this shift units

Changeover details

EQUIPMENT STATUS

Equipment faults reported to maintenance

Maintenance work in progress on floor

Spare parts on order

QUALITY

Quality issues this shift

Product on hold / quarantine

Scrap / rework quantity units

Quality alerts active

SAFETY

Safety incidents or near-misses this shift

PPE compliance issues
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Target achieved  Yes  Behind — see notes

Changeover planned next shift  No  Yes — details below

All machines running normally  Yes  Issues — see notes

Housekeeping status  Good  Needs attention



MATERIALS & STAFFING

Material shortages expected

Deliveries pending

Staffing issues for next shift

Carry-over tasks

SIGN-OFF

Outgoing supervisor signature

Incoming supervisor signature

Notes
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