Account handoff - Email (Google Workspace / Gmail)
Last checked: October 2026 - Managed by: (organisation fills this in)

What this is
Your organisation's email account. It may also control access to other Google services.

Who owns the login?
Account owner / admin:

Backup admin:

Recovery email / phone is controlled by:

Prefer a second Super Admin for Workspace. Do not share one mailbox login with every staff member. Never put the
password on this sheet.
Before you start
Use only an account you have permission to use. If you do not know which account to use, or cannot sign in, stop and
ask the named account owner. Never share or write down a password or sign-in code.
Steps to follow
Sign in with the organisation email and its normal sign-in method (mail.google.com or the Gmail app).
Need a new employee? An administrator creates a separate user account. Do not give everyone the same mailbox
login.
Someone cannot sign in? Try the normal password-reset process first. Personal Gmail uses Google Account
recovery. Work accounts may need an admin.

Need to change someone's access? The administrator manages that person in Google Admin (or Gmail settings for
delegates).

Someone leaves? Remove or suspend their access in your offboarding process.
Never write the password here. Store credentials in your approved password manager only.

If the screen looks different, stop before changing settings. Use the official help link below or ask the account owner for help.

Official help (US links; region may differ)

Delegate a Gmail mailbox: https:/support.google.com/mail/answer/138350

Recover admin access (Google Workspace):
https://knowledge.workspace.google.com/admin/users/recovering-administrator-access-to-your-account

Recover a Google Account or Gmail (personal; work may need admin): https://support.google.com/accounts/answer/7682439

Warning / troubleshooting

« If nobody knows who the administrator is, find who originally set up Google Workspace (often the owner or their IT helper).
« US help links. Your region may show different wording.
Do not
Do not write passwords, MFA codes, or recovery answers on this sheet.
Do not share one personal Gmail password across the team.
Longer guide

https://jadexzhao.qithub.io/jadexzhao/handoff-email.html

Footer: Who owns this account? - Backup: - Credentials live in the password manager only - When
someone leaves, remove their access - When something is wrong, use Official help above - Last checked: October 2026 - Checked by:
- Jade Zhao - independent guide, not affiliated with the platform - Never put the password on this sheet.
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