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Annexure B 

CHECKLIST BEFORE BUILDING COMMENCEMENT 

STAND NO:  .................................................... 

OWNER: .................................................... 

CONTRACTOR: .................................................... 

ARCHITECT:  .................................................... 

HANDOVER MEETING DATE: .................................................... 

1 PURPOSE 
The purpose of this checklist is to act as a guideline for the Property Owners to ensure 
that the pre-conditions listed, have been complied with before building activity may  
commence. 

2 INFORMATION TO BE PROVIDED 
The owner shall give the HOA at least 14 days notice of his/her intent to start building and 
provide the following information with the notice. This is required before building activity  
may commence: 

Item Pre Condition Owner HOA 

1 A signed Site Handover Document (Annexure A) 

2 A letter of confirmation of the Building Contract 
between owner and contractor signed by both. 

3 The payment of the Builders Performance Deposit. 
Proof of payments for connection fees:  
Water  
Electricity 

4 NHBRC Registration Certificate of Contractor. 

5 NHBRC Enrolment Certificate – If Applicable. 

6 Hard copy of Approved drawings by Local Authority. 

7 Registration and ID Cards of all Contractor’s 
Employees. 
Uniforms of all Employees with Contractor’s Name. 
List of all Sub Contractors. 
Security Rules explained to all Employees. 
Washing facility and rules. 

8 Code of Conduct and Working Hours explained 
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 SIGNATORIES    Stand: ............................... 

 Owner Name:  ...................................................................... 

 Owner Signature:  ...................................  Date:......................... 

 Contractor Name:  ...................................................................... 

 Contractor Signature: ...................................  Date:......................... 

 HOA  Name:   ...................................................................... 

 HOA Signature:  ..................................  Date:.......................... 

 

 Admin Control 

 Capture by-  Name:  .................................................................... 

    Signature: ............................... Date: .................... 
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