



[bookmark: _dfy15idx0lk0]Construction Project Handover Checklist
[bookmark: _fvmf3broighj]
[bookmark: _2ukk7ydovqnx]Project Details
	Project name
	

	Site address
	

	Client name and contact details
	

	Builder/company name
	

	Handover date
	




[bookmark: _u3x3g87v0ier]1. Final inspections
	
	Yes/No
	Notes

	Internal quality inspection completed
	Yes
	

	All work meets contract specifications
	Yes
	

	Code and regulatory inspections passed
	Yes
	

	Certificates of occupancy/compliance obtained
	Yes
	


[bookmark: _tv752opoxmih]2. Punch list completion
	
	Yes/No
	Notes

	Punch list created and documented
	Yes
	

	All defects and incomplete items assigned
	Yes
	

	All items resolved and verified
	Yes
	

	Final quality check completed
	Yes
	




[bookmark: _h6sva2ffknh]3. Documentation Handover
	
	Yes/No
	Notes

	Operation and maintenance (O&M) manuals provided
	Yes
	

	Warranties and guarantees compiled
	Yes
	

	Permits and approvals included
	Yes
	

	Compliance certificates included
	Yes
	

	Product manuals and specifications provided
	Yes
	


[bookmark: _9312dw55r6oh]4. As-Built Drawings
	
	Yes/No
	Notes

	Drawings updated to reflect final build
	Yes
	

	All changes from original plans captured
	Yes
	

	Digital and/or printed copies prepared
	Yes
	

	Delivered to client
	Yes
	




[bookmark: _pt3eq56fy7m2]5. Site Readiness
	
	Yes/No
	Notes

	Site cleaned and cleared of debris
	Yes
	

	Materials and equipment removed
	Yes
	

	Final presentation completed
	Yes
	

	Property ready for occupancy
	Yes
	







[bookmark: _8ucailih7dgi]6. Client Walkthrough
	
	Yes/No
	Notes

	Walkthrough scheduled and completed
	Yes
	

	Key systems explained (HVAC, electrical, plumbing)
	Yes
	

	Client questions addressed
	Yes
	

	Outstanding items (if any) documented
	Yes
	




[bookmark: _1mympdxqppme]7. Final Sign-Off
	
	Yes/No
	Notes

	Client acceptance form signed
	Yes
	

	Defects list (if applicable) agreed upon
	Yes
	

	Keys/access handed over
	Yes
	

	Final payment triggered or confirmed
	Yes
	







	Builder name and signature:  ______________________________________________________________________________________________________

	Client name and signature: ______________________________________________________________________________________________________

	Date: ______________________________________________________________________________________________________
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