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PROJECT TITLE
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	PROJECT SPONSOR:
Insert Here

	

	Commissioning and Handover Report
The parties endorse this report 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 is to be used as a guide as part of the Commissioning Handover Takeover process, it is not exhaustive and individual project requirements need to be included.
Table of Contents

Building/Asset Description:

Building/Asset Number/s:
Key Stakeholders

The following officers are responsible for approval and sign off on the Commissioning Handover Report and final completion of the commissioning, handover and takeover process for this project.

	IAD Representative


	Name:

Position:

	Project Manager / Contract Administrator
	Name:

Position:

	Regional Representative
	Name:

Position:

	CMC Representative
	Name:

Position:

	User Representative
	Name:

Position:

	Builder/Contractor: Representative
	Name:

Position:

	Other Representative
	Name:

Position:


Project Summary-Provide an overview of the building and the complete commissioning handover process, including Defence’s requirements for design intent, and relevant design criteria) 

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- Summary and results of testing including building tuning requirements for those buildings that are required to have an on-going ABGR assessment.

Defects and Omissions-List of any remediation necessary during the Defects Liability Period

Handover Activities- This should include provision of all documentation and consultations, recording that the building and systems are ready for the user to occupy and complete the handover of the works. 
Certification Requirements-List of all certification requirements, to ensure contract requirements have been met and evidence of this provided to IAD and the user, i.e. Warranties and Engineering certification of the works. Include documentation for Green Star-completion of commissioning documents for those buildings that are required to be assessed or certified for Green Star rating.
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.

Training to be provided;

CMC/CMS contractors and GSS contracts on operation of the facilities, maintenance and the use of O/M Manuals, Building Users’ Guide and the Utility Management Plan.

Building users about how the building works (e.g. ESD features) and the Building Users’ Guide.
Handover Documents (Hard and soft copies as specified including Completion and Handover of the Building Users’ Guide, Utility Management Plan , As built floor plan and FF&E schedule).
Operational and Maintenance Manuals

Hydraulic

Electrical / Fire / Communications

Mechanical

Security Alarm System

Access Control System
Other Documents- Any other documents as part of the Commissioning and Handover process for the Works

Maintenance Contacts- Details of relevant contact persons for maintenance requirements.
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.
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