THE CUSTOMER SUCCESS MANAGER  |  TEMPLATE
Customer handoff template
Part 1 is the account brief, one record per customer. Part 2 is the commitment register, one row per open promise. All example values are fictional: replace them with confirmed facts or the word Unknown.
Grey italic text is an example. Replace it with your own content.
ACCOUNT BRIEF
	Customer
Use the legal or CRM account name
	Cedar Ridge Analytics

	Transfer type
Select the transition that applies
	CSM to CSM

	Current owner
Name the accountable outgoing person
	Morgan Lee

	Receiving owner
Name the person who must accept
	Jordan Patel

	Transfer effective date
Confirm when ownership changes
	2026-11-09

	Customer goal
Use the customer's words where available
	Launch weekly executive usage reporting

	Success evidence
Describe observable proof, not a vague goal
	Sponsor accepts first reporting pack

	Economic buyer
Confirm the decision maker and role
	Dana Reed, CFO

	Day-to-day champion
Include the person doing the work
	Alex Chen, Operations

	Purchased scope
Match the signed order or statement of work
	Reporting workspace and onboarding services

	Contract source
Link to the controlled source internally
	Signed order in restricted CRM folder

	Next customer meeting
Include the invitation owner and purpose
	2026-11-12, transition call

	Primary risk
Name the specific dependency
	Data owner unavailable for validation

	Open decision
State who can approve the decision
	Confirm reporting sign-off criteria

	Handoff status
Use Pending, Accepted, Accepted with tracked exception or Returned
	Pending acceptance

	Acceptance timestamp
Fill only when the receiver accepts
	Unknown


COMMITMENT REGISTER
	Commitment ID
	Promise or request
	Evidence reference
	Decision status
	Delivery owner
	Due date
	Customer update
	Verification evidence

	CR-01
	Provide sample executive report
	Approved kickoff notes
	Approved
	Jordan Patel
	2026-11-13
	To confirm on the transition call
	Report link and sponsor acknowledgment

	CR-02
	Add an unplanned data connector
	Sales call note, unapproved
	Needs approval
	Product lead
	Unknown
	No delivery date promised
	Written scope decision
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