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	Endorsement

The parties endorse the Handover/Takeover Plan for this project. 
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	Sponsor Representative
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POSITION
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Handover/Takeover Plan Version Control
<provide version control information>

Background Information
<provide background information>
Asset Description:

<provide description of asset>
Asset Number/s
<provide details of asset numbers >

Date of Handover Board
<provide details of handover board >

Key Stakeholders

<[insert list of key stakeholder for the project.>
1. The following officers are responsible for approval and sign off on the Handover/Takeover plan and its amendment.
Handover/Takeover Board Members (Attendees Only)
	Appointment 
	Name(s)

	Project Representative
	

	Regional Office Representative/s
	

	User Representative/s
	

	Contract Administrator
	

	Contractor's Representative
	

	CMC Representative
	

	Base Liaison Representative
	


Tasks, timing and roles for each stakeholder
2. The table below documents the tasks and associated timings for the various stakeholders.
	Task
	Who Responsible
	Milestone

	
	Eg:

· Project Office

· Regional Office

· CMS 

· Builder 

· Designer/ Verifier

· User
	· 


3. Refer to attached Gantt chart showing each step and each sub-task and the roles/resources applicable <to be attached>.
Documentation provision (Hard & Electronic)

4. Define the required documentation outputs required for the project and any staged completions.   Refer to the Project Information Policy for information on format and content.  Consult with Defence re status of available base line information to determine content and scope.   As a minimum:

	Documentation
	Requirements

	O&M manuals (including operator manual)
	· Number copies (hard/electronic)

· Who/Number issued to

· Special content requirements

	DEMS data


	· Issue of Structure ID codes and names by Region

· Transfer and upload (staged works)

· It is a contractor responsibility to provide all required data in a DEMS compatible format

	As-builts and CAD


	· Number copies (hard/electronic)

· Who/Number issued to

· Special content requirements

· Ref - DSG Spatial Data Management Plan (SDMP) 

	Certificates


	Document Certificates required from: 

· Commissioning process

· Occupation/Compliance/Fire Certificate

· Dispensations

· Plant Special Licences

· Other 

	Building Users’ Guide and Utility Management Plans
	· No. copies (hard/electronic)

· Who/No. issued to

· Special content requirements

· Ref - Defence Green Building Toolbox

	Project Governance Information
	· No. copies (hard/electronic)

· Who/No. issued to

· Special content requirements


Development and QA of O&M Manuals

5. Document the requirement for the development of the O&M Manuals and the roles and timing for data entry, QA and final sign off.
· Inclusion of process in specification

· Role of the Region/CMS and Users in QA and checking prior to Handover

· Project payments to CMS for QA role.

· Key Milestones (refer Gantt Chart)

Building Users Guide

6. Document the requirement for the development and issue of a Building Users’ Guide which provides details regarding the everyday operation of the building and the systems building occupants encounter written in an easy to follow, non-technical style.  This is to make it easier for all occupants within the building to understand how the building works, the ESD initiatives that have been included and how to get the best performance out of the building.
Provision of training programs

7. List the training tasks, timing and materials required to ensure Region/CMS/GSS and Users are able to safely operate and maintain the works

Keys and access cards etc

8. List the persons who are to receive keys including master and local keys and access cards

Document the requirements for the Utility Management Plans (draft)
9. Issue of Building Users’ Guide and Utility Management Plan (draft) should be included in the tasks of the Takeover plan.

Takeover Tasks

The roles and tasks undertaken by the Region and Users to facilitate actual use/occupation of the new facility are outlined below.

	Task Description
	Start
	Finish
	Responsible Officer
	Special Requirements

	Issue Variation CMS/GSS to commence service
	
	
	CMS / GSS Contract Administrator
	

	Development of safe work methods
	
	
	End User Client
	

	Storage of O&M Manuals, As-built
	
	
	Information Manager / CMS Maintenance Managers
	

	Transfer DEMS data


	
	
	Information Manager(RIM) / CMS Maintenance Managers
	

	Move/Install furniture, equipment
	
	
	Project Director / End User Client
	

	Communications, PABX, handsets etc
	
	
	Project Director / VCN / End User Client
	

	Data Access (DRN)


	
	
	Project Director / ICT / End User Client
	

	Supply of keys


	
	
	Project Director / End User Client
	Eg who in User group is to receive keys/co-ordinate

	User induction
	
	
	Project Director / Head Contractor
	

	Issue of User Guide by Region, who to call, DLP, etc
	
	
	Project Director / Head Contractor
	

	Issue of Building Users’ Guide
	
	
	
	

	Issue of Utility Management Plan (draft)
	
	
	
	

	Conduct Takeover meeting
	
	
	
	

	Transfer approved additional operating funds to NOD/Region
	
	
	
	

	Seek approval to rectify design defects
	
	
	
	

	Issue Project Takeover Report
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