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Introduction
Distributed teams need clear written handovers when colleagues work different hours. A useful note helps the next person continue without reconstructing the whole task.
A simple structure
Record the current state, the next action and the responsible person. Link the relevant file or decision so the next person can check the context.
Conclusion
Keep the handover brief and update it when the task changes. Clear ownership and one concrete next action are more useful than a long history.




