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Sales to onboarding handoff
Techmark Journal   Alvar Rodríguez   Reusable template and constructed example
Give delivery the commitments, people, and dependencies needed to identify the next action. Complete the handoff from the approved scope and ask the delivery owner to accept it before kickoff.
Engagement
Client and engagement ID  [Enter here]
Approved scope reference and version  [Enter here]
Service and client outcome  [Enter here]
Commitments
	Deliverable
	Quantity and acceptance standard
	Date and dependency

	[Deliverable]
	[Quantity and agreed standard]
	[Date or condition]

	[Deliverable]
	[Quantity and agreed standard]
	[Date or condition]

	[Deliverable]
	[Quantity and agreed standard]
	[Date or condition]



Scope exclusions  [Record the agreed boundaries]
People
	Role
	Person and contact
	Responsibility

	Client approver
	[Name and contact]
	[What this person may approve]

	Delivery owner
	[Name and contact]
	Accept handoff and plan ready work

	Account or sales owner
	[Name and contact]
	Confirm commitments and collect missing context





Inputs and readiness
Reusable template continued
Record what is still missing. Attach conditions to affected dates so a target is not mistaken for a commitment.
Required inputs
	Input
	Supplier or owner
	Needed by
	Acceptance check

	[Input]
	[Person]
	[Date and timezone]
	[Who checks what]

	[Input]
	[Person]
	[Date and timezone]
	[Who checks what]

	[Input]
	[Person]
	[Date and timezone]
	[Who checks what]



Open decisions
	Question or missing commitment
	Decision owner
	Needed by

	[Question and effect on the plan]
	[Person]
	[Date and timezone]

	[Question and effect on the plan]
	[Person]
	[Date and timezone]



Next action
Action and responsible person  [Enter here]
Due date and timezone  [Enter here]
Affected dates if an input is late  [Enter here]
Delivery acceptance
Confirm that delivery can identify the approved work, client approver, dependencies, and next action. Unresolved items stay visible with owners and dates.
Readiness  [Ready / Ready for preparation only / Needs clarification]
Accepted by and date  [Enter here]
Acceptance note  [Name any remaining condition or question]


Completed handoff example
Constructed scenario   All names terms and dates are illustrative
The initial sales note was “Eight videos a month. Kickoff October 19. First batch October 26. Client will send assets.” The completed handoff adds the conditions delivery needs.
Engagement
Client and engagement ID  Harbor Studio   DEMO-HO-01
Approved scope  DEMO-SCOPE-01 version 1   Illustrative approved scope reference
Service and client outcome  Recurring content production for the client’s social channels
Commitments
	Deliverable
	Quantity and acceptance standard
	Date and dependency

	Monthly videos
	Eight edited vertical videos, each 30–60 seconds
	Monthly sequence agreed in DEMO-SCOPE-01

	First draft batch
	Four drafts for client review
	Target October 26, 2026 if required inputs arrive by October 20

	Revisions
	One consolidated revision round per video
	Client approver returns one consolidated response



Scope exclusions  Filming and paid media management require separate scope.
Kickoff  October 19, 2026 at 10 a.m. Eastern Time. Planning may proceed; production still needs the inputs.
People
	Role
	Person
	Responsibility

	Client approver
	Casey Morgan
	Approves scripts and final edits; supplies required assets

	Delivery owner
	Maya Chen
	Accepts handoff and plans work against the approved scope

	Account manager
	Eli Brooks
	Requests inputs, confirms receipt, and communicates date changes





Example inputs and acceptance
Completed handoff example continued
Required inputs
	Input
	Supplier
	Needed by
	Acceptance check

	Source footage
	Casey Morgan
	October 20, 2026, noon ET
	Eli checks files open and required footage is present

	Brand guide
	Casey Morgan
	October 20, 2026, noon ET
	Eli confirms current guide and usable brand assets

	Asset permissions
	Casey Morgan
	October 20, 2026, noon ET
	Eli confirms the agreed permission to use supplied assets is recorded



Open decisions
No unresolved commercial scope decision in this corrected example. Required assets are still pending. Any additional deliverable needs an approved scope change before a new commitment.
Next action
Action  Eli sends Casey the complete input checklist before kickoff on October 19.
If inputs are late  Maya proposes a revised first-draft date after assessing the missing inputs; Eli communicates it before another promise is made.
Delivery acceptance
Readiness  Ready for preparation only
Accepted by and date  Maya Chen   October 16, 2026   Constructed acceptance
The scope, approver, and next action are clear. Kickoff planning can proceed. Production and the October 26 target remain dependent on complete inputs by October 20.
Source basis
Original operational template. Published context for connected handoffs and delivery responsibilities:
Attio   Sales led growth guide
GitLab   Professional Services Delivery Methodology
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