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Shift handover form
	Format No. :
	Form / Doc #
	Form / Doc Date

	
	Rev. No.     :
	
	

	
	Rev. Date   :
	
	

	Unit Name
	Production Line
	Assembling Code
	Location
	Shift Handover
	Shift handover by

	
	
	
	
	· 1St to 2nd
· 2nd to 1st 
	

	Shift handover Time
	Running Job #
	Running Job Product
	Job Qty Inserted
	Remarks ( About Job)

	
	
	
	
	

	Total manpower Used & Available

	# of Electrical Breakdown Noted


	# Machine Breakdown Noted


	Reasons for Breakdown Identified / Not Identified at

	General Condition of Shift


	Initiative details (As per production Schedule )


	#
	Job Order #
	Product
	General Processes 
	Scheduled ( As per Production Planning)

	
	
	
	
	Time
	Machine #
	Qty Planned
	Product Specification
	Actual Qty Produced
	Remarks

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Handover running job to shift 

	#
	Job Order #
	Required Processes 
	Product
	Qty
	Instructions

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	List of Isolated Machine / Equipments 
	Identified High Risk
	Supervisor Note:
.

.

.

.

.

.

.

.

.

.


	Shift Handover by– Sign.
	Shift Hand over to – sign.

	M/C Name
	Short Description
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