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Service Title:
Service reference:

1. Introduction

To provide an overview of the main aspects of the report to highlight significant achievements, risks or areas of concern and to provide a general view of progress 
The remainder of the report will provide detailed progress against the following areas:
2. Current provider
	Key Stage
	Activity
	Timescale
	Responsible
	Completed

	
	
	
	
	

	Progress
	

	Action
	


3. Staff and management  (to include relevant activities if TUPE applies)
	Key Stage
	Activity
	Timescale
	Responsible
	Completed

	
	
	
	
	

	Progress
	

	Action
	


4. Policy & Procedure 
	Key Stage
	Activity
	Timescale
	Responsible
	Completed

	Pre-transfer stage
	
	
	
	

	Progress
	

	Action
	


5. Clients
	Key Stage
	Activity
	Timescale
	Responsible
	Completed

	
	
	
	
	

	Progress
	

	Action
	


6. Communication and reporting
	Key Stage
	Activity
	Timescale
	Responsible
	Completed

	
	
	
	
	

	Progress
	

	Action
	


7. Equipments
	Key Stage
	Activity
	Timescale
	Responsible
	Completed

	
	
	
	
	

	Progress
	

	Action
	


8. Health & Safety
	Key Stage
	Activity
	Timescale
	Responsible
	Completed

	Project handover stage
	
	
	
	

	Induction stage
	
	
	
	

	Progress
	

	Action
	


9.  Trade Unions (if TUE applies)
	Key Stage
	Activity
	Timescale
	Responsible
	Completed

	Project handover stage
	
	
	
	

	Post-handover consolidation stage
	
	
	
	

	Progress
	

	Action
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