THE COMMITTEE MEMBER HANDBOOK - FREE FORM

BUILDING MANAGER OR CARETAKER HANDOVER

Hand the building over on a sale of management rights or a change of manager.

BUILDING OUTGOING
INCOMING HANDOVER DATE
ITEM DONE NOTES

Master keys, fobs, remotes (with register)
Alarm, CCTV and access system codes
Contractor and supplier list

Service contracts and warranties
Compliance calendar and last certificates
Plant room, shut-offs and fire panel walk-through
Asbestos register and safety data sheets
Open maintenance jobs and quotes
Open defects

Resident contact list (privacy)

Incident and hazard register

Pool plant and chemical records

Duty statement / agreement schedule

OUTGOING SIGNATURE INCOMING SIGNATURE DATE

Free template from committeehandbooks.com. General template only, not legal advice. Check your state's rules and any official prescribed form.
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