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	Commissioning and Handover Report

This report provides a summary of the works, including what has been agreed to and achieved by the parties involved for each step in the Commissioning, Handover and Takeover Process, as part of the successful completion and Handover of the Works.
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This template has been provided to assist in the preparation of the plan / report, it is indicative only and the content and format is dependant on each projects specific requirement.
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Building/Asset Description:
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Key Stakeholders

The following officers are responsible for approval and sign off on the Commissioning and Handover Report and its amendment, and final completion of the Commissioning, Handover and Takeover process for this project.
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Project Summary

Provide an overview of the building and the complete

Commissioning Handover process, including Defence’s requirements. (Maximum of 2 pages).

Commissioning Activities

This should include reference to all documentation and consultation recording that all building systems are complete, tested and operational.  
System Details, Testing and Balancing

This is the main section of the report to include for each building service testing and balancing details of each item of equipment, each sub-system and each complete system as appropriate. Include equipment performance data such as water and air pressure drop curves/tables for pumps, fans, valves, heat exchangers and the like, alignment of drive trains, levelling of equipment.  Record dates and personnel details.

Defects and Omissions

List of any remediation necessary during the Defects Liability Period
Handover Activities
This should include provision of all documentation, consultations, and scheduled activities recording that the building and systems are ready for the user to occupy and complete the handover of the works. 

Activities identified here are to match the requirements detailed in the project handover plan at project commencement.

Certification Requirements

List of all certification requirements, to ensure contract requirements have been met and evidence of this provided to IAD and the user, ie. Warranties and Engineering certification of the works.
Notice of Completion

List and dates of notices provided to IAD for the works.
Training

Manuals provided for the use and maintenance of the Works.
Handover Documents

In accordance with the Project Information Policy that accompanies the DS Program Brief

Operational and Maintenance Manuals

Other Documents

Any other documents as part of the Commissioning and Handover process for the Works

DEMS Information

Changes to Structure Details

Remote Data Modules

Maintenance and Garrison Contacts

Details of relevant contact persons for maintenance requirements.
Implications for the delivery of Garrison Services

Takeover Activities

Preparation of the next stage of the Commissioning and Handover process the takeover of the Works by IAD, the user and NOD.

Issues

Any issues that have arisen during the Commission and handover process that need be recorded to assist with future improvements in this process.

