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	HANDOVER CHECKLIST

	Project Number
	
	Project Title
	

	Project Manager
	
	Location
	

	

	Activity
	Action
to/from/by
	Due

Date
	Actual

Date

	Commissioning works completed (refer to contractor commissioning plan/check list)

	Contractor
	
	

	Test Certificates issued (refer to contractor commissioning plan/check list)

	Contractor
	
	

	Witness test, cause-effect test completed (refer to witness test schedule) 


	Contractor
	
	

	Outstanding works/outstanding snags (if any) have been completed.


	Contractor
	
	

	Agreement on completion of outstanding snags (if any)


	Contractor/ICL
	
	

	Third party approval/ certificates received
· Building control

· Planning conditions
· Home office

· Others


	Contractor/PM
	
	

	Fire action note and firefighting appliances installed 


	Contractor/ICL
	
	

	Statutory signage installed (fire exit routes, fire door keep shut etc.)


	Contractor
	
	

	Insurances have been notified as required


	ICL
	
	

	Licences in place as required


	ICL
	
	

	Spare parts have been issued to FM


	Contractor
	
	

	Procedure to report post-handover defects is in place 


	Contractor
	
	

	Public utilities connections have been completed in coordination with ICL Energy Team

	ICL
	
	

	Presentation of draft O&M Manuals

	Contractor
	
	

	Presentation of draft as-Installed drawings

	Contractor
	
	

	Presentation of draft Building Fabric Manual

	Contractor
	
	

	Draft O&M Manuals returned with comments
	Designers/

Maintenance
	
	

	Draft As-Installed drawings returned with comments

	Designers
	
	

	Draft Building Fabric Manual returned with 
comments

	Designers/

Maintenance
	
	

	Final O&M Manuals issued

	Contractor
	
	

	Final As-Installed drawings issued

	Contractor
	
	

	Final Building Fabric Manual issued

	Contractor
	
	

	Works inspection schedules issued

	Designers/PM
	
	

	Supervisors sign off of received


	Designers/PM
	
	

	Fire extinguishers installed

	College Specialist
	
	

	Loose furniture installed (see attached list)

	Contractor
	
	

	Fixtures and fittings installed (see attached list)

	Contractor
	
	

	Installation of IT cabinets

	ICL
	
	

	Installation of IT active equipment

	ICL
	
	

	Installation of telephone handsets

	ICL
	
	

	Staff training carried out

	Contractor
	
	

	Confirm date of formal handover meeting to Client/End User
	Project Manager / User Coordinator
	
	

	College suited locks fitted

	Contractor
	
	

	TAG members inspect works 


	PM
	
	

	Takeover date

	Issue Completion Certificate and distribute
	PM
	
	

	Sign off record of handover form
	PM
	
	

	Distribute O&M Manuals, As-Installed drawings, Building Fabric Manual, certificates

	Contractor
	
	

	*Staff training carried out

	
	
	

	*Demonstrations of additional and/or specialist equipment and systems

	
	
	

	*List of required Commissioning and Inspection Certificates issued

	
	
	

	*Fire extinguisher installed

	
	
	

	*Loose furniture installed (see attached list)

	
	
	

	*Fixtures and fittings installed (see attached list)

	
	
	

	*Installation of IT cabinets

	
	
	

	*Installation of telephone handsets

	
	
	

	*College suited locks fitted

	
	
	

	*Undertake formal Handover meeting
	Project Manager/User Coordinator
	
	

	*Record of Handover form completed (see attached)

	Project Manager
	
	

	*Activities should only take place after completion in exceptional circumstances



List of appendixes
-Commissioning schedule and checklist from contractor 
-List of test certificates from contractor
-List of witness tests from contractor
-Snagging list from contractor
-Supervisor final report from all supervisors
-List of Fixtures and fittings
-List Loose furniture
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