
Owners Name: 

Address: 

SAMPLE
FEBRUARY 2020

handover 
manual



[Owner Name] 

[Address – new address!] 

 

 

Dear [complete] 

 

Re: Handover of [address] 

Congratulations on purchasing your new home from Avant Townhomes. 

We appreciate the level of trust you have placed in us by purchasing an Avant Townhome and 
sincerely hope you have had a positive purchasing experience. 

Your home is now completed and ready for your occupation and enjoyment, however, from our 
perspective, your relationship with Avant Townhomes is ongoing as we place value on 
establishing positive long term relationships with our purchasers. 

Completion of your home in readiness for this handover has involved the satisfaction of 
numerous regulatory requirements and inspection processes. It is our objective to hand your 
new home over to you in a perfect condition. However, if defects arise in the future we will 
remedy them. The procedure for notifying us to manage their resolution is set out in Section 
3 of the Handover Manual. 

The Handover Manual contains hard copies of important documents and information on items 
installed in your home. You can also view and download a copy of this document from our 
website. Refer to Section 3 for log in details. 

Beyond the management of matters related to the completion and function of your home we 
want you to be a satisfied customer, proud of your new home and happy in your relationship 
with Avant Townhomes. 

If the need arises please contact me on (03) 9207 8000 or at management@avanth.com.au 

Yours Sincerely 

 

 

 

 
David Lunardi 
General Manager 
Avant Townhomes
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1. Customer Dashboard

SAMPLE
Once you have moved into your new Avant Townhome you will have access to your own 
private Customer Dashboard. 
 
You can use the Customer Dashboard to: send us details of anything that needs attending to, 
monitor the progress of any outstanding items and to access stored documents related to 
your home. 
 
To access your Customer Dashboard go to the Avant Townhomes website: 
www.avantth.com.au 
and click the LOG IN button on the top right hand corner of the home page. 
 
 
Your unique Customer Dashboard log in details are: 
 
Username: [ insert details ] 
 
Password: [ insert details ] 
 
 
When you log in to the Avant Customer Dashboard for the first time, you will have the option 
to reset your password.



At handover of your new home you will receive the following items: 
 
a) Hardware 
 

 

 

 

 

 

 

 

 
b) Documentation 

This Handover Manual and a list of any items to be rectified that have been agreed 
and have not been rectified at the time of handover. 

 
 
c) Spare Materials 

To assist with any future works you may want to do on your home, we have left the  
following items for you: 
- Tin of paint for internal wall and ceilings 
- Replacement Tiles 
- Spare Carpet 

 
 
Owners will be asked to sign a document at handover confirming receipt of the Handover 
Items.

2. Handover Items

ITEM NUMBER 

Front Door Keys 2  

Letterbox Keys 2  

Garage Remotes 2  

Window and Door Keys 2 sets  

Air Conditioning Remotes 1 per indoor unit  

Recycled Water Tap Handle 1  

SAMPLE



a. Service Connections 
In preparing your home for completion, services were connected  
via the following listed providers: 

 
 
 
 
 
 

 
Invoices payable for services up to handover will be paid by Avant Townhomes.  
You should have already arranged for services to be changed to your account from the 
date of handover. If you have not attended to this matter you should do so immediately 
to ensure continuity of supply. 

 
Electricity 
Account set up with Equal Power Pty Ltd to be established. 

 
Gas 
There are two broad options for you to choose from: 
 
(i) Transfer Account with Existing Provider: 
Contact Energy Australia ASAP on 1800 754 313  
or via email on EAMajorPartners@energyaustralia.com.au  
 
(ii) Arranging for Services from a New Supplier: 
If you would like to purchase your services from alternate providers, then you must make 
arrangements for this as a matter of urgency.    
If you encounter any difficulty with the above please contact our partner builder, 
SAW Constructions during business hours on (03) 9550 0700. 

 
 
b. Opticomm Connection 

Opticomm are the infrastructure provider responsible for installing the fibre connection
to Kinley. Avant Townhomes has already arranged the connection with Opticomm to 
your dwelling. In addition, Avant Townhomes have arranged for a four week internet 
subscription with Harbour.ISP to be active upon your settlement.  

 
Avant Townhomes aim to relieve some of the pressures of moving in to a new home by 
providing this connection however, there is no continued obligation on your behalf to 
continue with the service. On completion of the four week trial, Harbour.ISP will make 
contact with you to either opt-in or opt-out of the service. 

 
If you wish to no longer proceed with Harbour.ISP you will need to select a network 
provider from the list of approved Opticomm providers. Please visit Opticomm’s website 
at www.opticomm.net.au and select “Find a Service Provider”.  

 

3. Immediate Actions

SERVICES RETAILER METER NO: 

Electricity Equal Power Pty Ltd  

Gas Energy Australia 
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This section sets out the procedures Avant Townhomes  
has in place to fix any problems there may be with your new home. 
  
a) Procedures  

i. At Handover 
If there are any outstanding defects at handover, Avant Townhomes 
will manage the completion of these items, including contacting you to 
arrange access. You are not required to do anything more.  

 
ii. After Handover 

If any defects arise within 12 months after the Occupancy Permit is issued, 
Avant Townhomes will have them rectified. The process for reporting 
and managing these items depends on the nature of the issue:  
 
1. Non-critical 

Defects rarely affect the occupation and function of your home.  
These are non-critical defects and are best managed through the  
following process: 
- Go to the Avant Townhomes website: avantth.com.au 
- Click on the Customer Portal button and enter the following details: 

Username [ complete ] 
Password [ complete ] (this can be changed by you):

- Enter a description of the defect and a photo or two: 
- The matter will then be addressed by Avant Townhomes. 
All non-critical defects will be completed by the end of the defect  
liability period.  

 
2. Critical 
If a fault occurs that materially limits the occupation or function of your home 
then it may be necessary for you to treat it as a critical defect. In this situation,
to get urgent attention: 
During Normal Business Hours - Call (03) 9550 0700 
This is the business hours office number for SAW Constructions. 
SAW is Avant Townhomes building partner.  
Outside Normal Business Hours - Call RACV Emergency Assist 13 72 28 
To deliver the best possible customer support, Avant Townhomes has gifted 
you a twelve month membership of RACV’s 24 hour home emergency program. 
The details and benefits of this gifted support system are set out in the 
brochure provided at handover.

4. Care & Maintenance
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OCCUPANCY PERMIT AND ASSOCIATED DOCUMENTATION 
 
Included in this section is the Occupancy Permit for your property, issued by the 
relevant Building Surveyor and the following supporting certificates. 
 

• Certificate of Electrical Safety 

 

• Plumbing Industry Commission Compliance Certificate 

- Roof Plumbing 

- Sanitary Plumbing 

- Drainage 

- Hot and Cold Water 

- Mechanical Services, Air Conditioning and Ducted Heating 

 

• Certificate of Compliance for Termite Treatment  – if applicable 

 

• Certificate of Compliance for Windows and Doors 

 

• Certificate of Compliance for Waterproofing 

 

• Certificate of Compliance for Insulation

Attachment A
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Compliance Cert No. Compliance Cert PIN
Certifier’s Name Alex Lane Licence No. 43536

14297098 8738

INSTALLATION ADDRESS

Site Address Units 80-90 Talisker Road

Town/Suburb Keysborough Post Code 3173   

PLUMBING WORK INFORMATION BELOW GROUND SANITARY DRAINS

Date of completion of plumbing work 25/05/2018 ‘As Laid’ plans lodged

Value of plumbing work $40,000 - $99,999 Water Authority ‘Consent to Connect’ 
number

TYPE OF WORK GAS METER / LPG

Residential / Commercial Residential Authorisation number

SPECIALITY DETAILS

Modification details Recreational vehicle’s chassis number

Cooling tower Performance solution  

6 Star Sustainability

INSTALLATION INFORMATION

Roofing (stormwater)

INSTALLATION DETAILS

Fascia and Gutter

Box Gutter and Capping

Deck Roofing

Downpipes and Rainheads

This plumbing work has been installed to meet the performance requirements of   DP1.1 through to DP1.5 using the verification 
method DV1.1 (a) or (b) of the Plumbing Code of Australia.  

APPLIANCE/PRODUCT INFORMATION
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Compliance Cert No. Compliance Cert PIN
Certifier’s Name Damian Ries Licence No. 39564

14273214 7690

INSTALLATION ADDRESS

Site Address 15 TALISKER ST

Town/Suburb KEYSBOROUGH Post Code 3173   

PLUMBING WORK INFORMATION BELOW GROUND SANITARY DRAINS

Date of completion of plumbing work 13/06/2018 ‘As Laid’ plans lodged

Value of plumbing work $5,000 - $9,999 Water Authority ‘Consent to Connect’ 
number

TYPE OF WORK GAS METER / LPG

Residential / Commercial Residential Authorisation number

SPECIALITY DETAILS

Modification details Recreational vehicle’s chassis number

Cooling tower Performance solution

6 Star Sustainability   Solar installation 

Recycled water installation

INSTALLATION INFORMATION

Sanitary
Water supply

INSTALLATION DETAILS

Lot 85 Homeleigh Rd

All internal pluming to new dwelling

APPLIANCE/PRODUCT INFORMATION

SAMPLE

Recycled water installation



DECLARATION 

I certify that the above plumbing work complies in all respects with the plumbing laws as defined in Part 12A of the Building Act 
1993.

The plumbing work was carried out by me or under my supervision   

I have inspected and tested the work started by another licensed practitioner. Any necessary further work 
was carried out by me or under my supervision

The above compliance certificate details are correct and ready to be lodged with the VBA  

I provide this compliance certificate in accordance with 221ZH(2)(a) of the Building Act 1993 initiating the 
status of a signed document  

Compliance Certificate Status Lodged Date Lodged 13/06/2018

IMPORTANT NOTE TO PRACTITIONERS

A misstatement of fact, including an omission, is an offence under the Building Act 1993.
This Compliance Certificate must be given to the owner/consumer (or if issued to a building practitioner or person other than the 
owner/consumer), then that person must give it to the consumer within five (5) days of receipt.

IMPORTANT NOTE TO CONSUMERS

Information on this Compliance Certificate has been given to the Victorian Building Authority (VBA) in accordance with the Building 
Act 1993.  The information also assists the VBA for its statutory functions to monitor and enforce compliance under that Act and for 
statistical purposes in a way that does not identify consumers.  At www.vba.vic.gov.au you may view the details of this Compliance 
Certificate by using the Compliance Certificate number and PIN number in the top right corner of this Compliance Certificate, and 
also view the VBA’s Privacy Policy.  All work subject to a Compliance Certificate carries insurance to protect the owner/consumer 
against defective work by a plumbing practitioner.  You should retain your Compliance Certificate for six (6) years as evidence of your 
cover.
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Version 1 1

Compliance Cert No. Compliance Cert PIN
Certifier’s Name Nathan Goodrick Licence No. 46035

12340820 7719

INSTALLATION ADDRESS

Site Address Lot 85 talisker street

Town/Suburb Keysborough Post Code    

PLUMBING WORK INFORMATION BELOW GROUND SANITARY DRAINS

Date of completion of plumbing work 12/06/2018 ‘As Laid’ plans lodged

Value of plumbing work $1,000 - $4,999 Water Authority ‘Consent to Connect’ 
number

07040093905

TYPE OF WORK GAS METER / LPG

Residential / Commercial Residential Authorisation number

SPECIALITY DETAILS

Modification details Recreational vehicle’s chassis number

Cooling tower Performance solution

6 Star Sustainability   Recycled water installation

INSTALLATION INFORMATION

Drainage
Water supply

INSTALLATION DETAILS

Install all below ground sewer drains connected to LPD. Install all below ground stormwater drains, taken to front with final 
connection by others. Install water lead in from both potable and recycled water meters to the house.

APPLIANCE/PRODUCT INFORMATION
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Version 1 2

DECLARATION 

I certify that the above plumbing work complies in all respects with the plumbing laws as defined in Part 12A of the Building Act 
1993.

The plumbing work was carried out by me or under my supervision   

I have inspected and tested the work started by another licensed practitioner. Any necessary further work 
was carried out by me or under my supervision

The above compliance certificate details are correct and ready to be lodged with the VBA  

I provide this compliance certificate in accordance with 221ZH(2)(a) of the Building Act 1993 initiating the 
status of a signed document  

Compliance Certificate Status Lodged Date Lodged 12/06/2018

IMPORTANT NOTE TO PRACTITIONERS

A misstatement of fact, including an omission, is an offence under the Building Act 1993.
This Compliance Certificate must be given to the owner/consumer (or if issued to a building practitioner or person other than the 
owner/consumer), then that person must give it to the consumer within five (5) days of receipt.

IMPORTANT NOTE TO CONSUMERS

Information on this Compliance Certificate has been given to the Victorian Building Authority (VBA) in accordance with the Building 
Act 1993.  The information also assists the VBA for its statutory functions to monitor and enforce compliance under that Act and for 
statistical purposes in a way that does not identify consumers.  At www.vba.vic.gov.au you may view the details of this Compliance 
Certificate by using the Compliance Certificate number and PIN number in the top right corner of this Compliance Certificate, and 
also view the VBA’s Privacy Policy.  All work subject to a Compliance Certificate carries insurance to protect the owner/consumer 
against defective work by a plumbing practitioner.  You should retain your Compliance Certificate for six (6) years as evidence of your 
cover.
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Hot and Cold Water 

Certificate to come

SAMPLE



Compliance Cert No. Compliance Cert PIN
Certifier’s Name Keith Cardona Licence No. 43459

14359935 4542

INSTALLATION ADDRESS

Site Address LOT 85, 24-32 HOMELEIGH ROAD

Town/Suburb KEYSBOROUGH Post Code 3173

PLUMBING WORK INFORMATION BELOW GROUND SANITARY DRAINS

Date of completion of plumbing work 28/06/2018 ‘As Laid’ plans lodged

Value of plumbing work $5000 - $9999 Water Authority ‘Consent to Connect’ 
number

TYPE OF WORK GAS METER / LPG

Residential / Commercial Residential Authorisation number

SPECIALITY DETAILS

Modification details Recreational vehicle’s chassis number

Cooling tower Performance solution

6 Star Sustainability

INSTALLATION INFORMATION

Gasfitting
Mechanical services – restricted to duct fixing
Refrigerated air-conditioning – restricted to basic systems

INSTALLATION DETAILS

Supply and install gas ducted heating to 7 outlets with 2 drops and

a refrigerated split system air conditioner

APPLIANCE/PRODUCT INFORMATION

Bonaire MB320e heater 

York 24 (7kw) unit

SAMPLE



DECLARATION 

I certify that the above plumbing work complies in all respects with the plumbing laws as defined in Part 12A of the Building Act 
1993.

The plumbing work was carried out by me or under my supervision   

I have inspected and tested the work started by another licensed practitioner. Any necessary further work 
was carried out by me or under my supervision

The above compliance certificate details are correct and ready to be lodged with the VBA  

I provide this compliance certificate in accordance with 221ZH(2)(a) of the Building Act 1993 initiating the 
status of a signed document

Compliance Certificate Status Lodged Date Lodged 10/07/2018

IMPORTANT NOTE TO PRACTITIONERS

A misstatement of fact, including an omission, is an offence under the Building Act 1993.
This Compliance Certificate must be given to the owner/consumer (or if issued to a building practitioner or person other than the 
owner/consumer), then that person must give it to the consumer within five (5) days of receipt.

IMPORTANT NOTE TO CONSUMERS

Information on this Compliance Certificate has been given to the Victorian Building Authority (VBA) in accordance with the Building 
Act 1993.  The information also assists the VBA for its statutory functions to monitor and enforce compliance under that Act and for 
statistical purposes in a way that does not identify consumers.  At www.vba.vic.gov.au you may view the details of this Compliance 
Certificate by using the Compliance Certificate number and PIN number in the top right corner of this Compliance Certificate, and 
also view the VBA’s Privacy Policy.  All work subject to a Compliance Certificate carries insurance to protect the owner/consumer 
against defective work by a plumbing practitioner.  You should retain your Compliance Certificate for six (6) years as evidence of your 
cover.
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INSURANCE 
 
Included in this section is the Domestic Building Warranty Insurance certificate and 
policy for your property. This insurance is provided in accordance with the Domestic 
Building Contracts Act 1993 (Vic).

Attachment B

SAMPLE



SAMPLE



SAMPLE



SAMPLE



PAINT COLOURS 
 
This section lists the paint colours used on the major areas of your home. 
This information is provided to assist with colour matching in the future. 
 

Internal Walls 

Dulux Wash & Wear Low Sheen  

Snowy Mountains (Half Strength) 

 

Ceiling 

Dulux Wash & Wear Low Sheen  

Ceiling White  

 

External Dulux Milton Moon 

Dulux Scilly White 

Dulux Vivid White 

Dulux Medlar (Half Strength) 

Dulux Warm Neutral 

Dulux Monument 

Dulux Lexicon 

Dulux Hog Bristle Half 

 
 
(Note: Not all external colours will be relevant to your home)

Attachment C
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PRODUCT MANUALS 
 
This section includes copies of manufacturers manuals including operating and 
maintenance advice for the following items in your new home: 
 

• Oven 

• Cooktop 

• Range hood 

• Dishwasher 

• Air-conditioner 

• Windows 

• Garage door 

• Hot water unit 

• Clothes line

Attachment D
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OPTICOMM CONNECTION BROCHURE 

Attachment E
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