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INTRODUCTION

“People who work together will win, whether
it be against complex football defences, or the
problems of modern society.”
Vince Lombardi,
Great American Football Coach
I bet you didn’t expect to be reading about American Football as part of a booklet on
the best way to establish your body corporate when you do your next development! We
needed an inspirational quote to grab your attention, and there aren’t a lot of historic
body corporate quotes, so we went left field.
Many Australians complain that it is too stop-start, and a game goes for too long, which
is a rough critique from a nation in love with 5 days of test cricket. However, there is no
denying that the individuals who play it are magnificent athletes, with specialised skills
and specific responsibilities. It is also big business, as well as a game. These characteristics
resemble the complex world of property development. You need to put together the
best possible team of people who know their stuff and who are committed to excellence
to ensure you have a winning property development.
At SSKB we know our stuff (body corporate) better than anyone in the field. To demonstrate
our knowledge and to convince you we should be part of your team, we have decided to
share the 7 steps in our “playbook” so that you can use them in your future developments.
We look forward to being part of your team.
Tim Sheehan, SSKB Director
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So...
Why does every developer need a body
corporate consultant?

WHY DOES EVERY DEVELOPER NEED
A BODY CORPORATE CONSULTANT?

A body corporate is created on the subdivision of every apartment building and townhouse
complex. Bodies corporate can also be created for modern industrial and retail subdivisions,
and in progressive land developments. To do great property developments you need to
know how to create great bodies corporate.

Have the best designed developments

Once created, each body corporate requires professional management to give buyers
confidence. Moreover, when creating new bodies corporate each developer is required
to make a statement to owners about how the body corporate will operate. This is when
you need to have your body corporate manager as part of the consultancy team to help
prepare the information which will be needed.

corporate

This is why we have created for our clients a unique 7-step process. We are the only strata
manager who has this process, and we have created it to ensure only our clients:

Have contracts where statutory disclosure obligations are met, and
agreements are watertight and tailored to the requirements of the body
Have the most efficient management systems once the development is
completed
Have the best value for money body corporate fees
Deliver the highest quality apartment and townhouse developments
Achieve the highest ratings in owner and occupier satisfaction
Build legacy and brand value with every project
The following pages outline our 7-step process. We know they will be useful in your next
development.
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discovery

TITLING:
How is your development to be titled and what type of plan of subdivision will be
used?
Titling, the legal structure of subdivision of the land, is one of the most important aspects
of project design. It has many consequences.
Titling includes defining ownership, as in which aspects are common property and
which aspects are part of the owners’ lots. However, it is more than this. Titling is the
establishment of governance structures which will run with the land.
Flowing from ownership and governance comes responsibilities for maintenance,
insurance, control and costs. Good decisions in titling ensure users pay a fair and
appropriate proportion of the costs and that affected parties have input into decision
making.
Titling tools include:
▶ Plan type (building format, standard format or volumetric format)
▶ Management statements (community and building)
▶
▶
▶
▶

Boundary positions
Easements
Creation of principal and subsidiary bodies corporate
Staged developments

Step 1:

We have included in this booklet an Appendix which gives an overview of some of the
basic titling concepts. Click here to get taken to the the Appendix.
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MANAGEMENT RIGHTS:

COMMON FACILITIES:

Will your development have a caretaker? If so, have you considered the duties the caretaker
may undertake and what they will be remunerated for these duties?

As a developer you are building the communities of the future. The built form influences
heavily how the individuals interact and, in turn, how we evolve as a society. It is not an
overstatement to imply that with the design of your common areas you are shaping the
future.

Management rights are effectively a business that provide the exclusive right to an
individual or company to fulfil the caretaker role on behalf of lot owners in a body corporate.
The caretaker will fulfil the duties outlined in the “management and letting rights
agreement” between the body corporate and the caretaking entity. It is important to
carefully consider the duties and remuneration of the caretaker as this will be a saleable
item.

Click here to see our management rights appendix for an overview on management
rights.

ALLOCATION OF COMMON AREAS AND ACCESS:
After the architect has completed a draft of your plans, it is important we sit down with
you to undertake a full review of the common areas. It is amazing the things we can
discover.
For instance, we may discover excess space throughout the development which isn’t
really designated for any use. It could be used as further allocation of exclusive use of
common areas. This can increase the value of lots or even be sold separately to apartment
purchasers.
Common examples of this, include excess space in the basement which can be used for
storage cages. You may only be able to deliver 10 storage cages, but these will certainly be
a hot commodity as an offering to buyers.
Also, the review is essential to ensure that rights of access have been fully considered.
Often the design is not done at a time when titling structures have been decided, so
questions need to be asked like:
▶ Does an owner in the apartment building have the right to access the rubbish area
which is in the retail parking areas?
▶ How does the body corporate gardener gain access to the external planter boxes?
▶ How does the lift mechanic gain access to the roof when the penthouse owner has the
entire top floor?

There are common facilities in every development that need to be given ample
consideration. Without delving too far into what could be its own booklet, we will ask the
following questions plus many more so we can gauge a full understanding of the project
and provide accurate budgets. Our questions may even prompt design improvements.
Here is a sample of questions that consider the latest trend in common facility design:
▶ Community media rooms were once considered essential. However, now that everyone
has a large flat screen television these rooms regularly sit empty, even during State of
Origin rugby league games!
▶ Is there a pool? Is it heated? How is it heated? Currently every new building has a pool
on the roof. 25 years ago, engineers laughed when the idea was suggested. What is
next?
▶ Working from home looms as a significant growing trend. How can your development
be the best work from home option for buyers? (Maybe re-purpose those media
rooms?)
▶ Even high-rise towers can host beautiful gardens. Spaces for people to sit and work or
read. The consideration of landscaping will be more important, especially in smaller
apartments.
▶ How is refuse managed on-site? What size bins will you be using? Will the caretaker
require a tug to move the bins? Environmental factors are very important, so recycling
needs to be considered. How is this managed when high-rise apartments generally
have only 1 rubbish chute?
▶ How will parcels and mail be delivered? Will Australia Post come into your private road
to deliver mail? More and more people are ordering goods (even bulky goods) online
and are not around when the new television is being delivered. Taking deliveries is a
source of angst in apartment buildings. How can you improve this system?
▶ Electric cars need chargers. Does the design provide for a charger in each parking
spot, or are there some communal chargers? If the chargers are communal, how is
the cost of the electricity attributed to the user? As batteries become more efficient,
will chargers be required in every car space?
▶ Gymnasiums are not just windowless apartments with a set of dumbbells in the corner
and mirrors down one wall. Modern fitness and HIIT is popular. Gyms without squat
racks and pull-up bars do not serve the needs of a modern urban dweller.
▶ Whole building wireless connectivity is essential in the latest premium buildings.
Apartments with blind spots because of thick cement walls do not serve the needs
of modern buyers. Similarly, common areas without Wi-Fi will not be used to their
potential.
As you can see, there are so many items that may seem small but require a lot of attention.
We will ask these questions and get down into the nitty-gritty early on, so you are not
stranded with egg on your face in the later stages of the development.
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UTILITIES:
Embedded Networks refer to a centralised energy system which serves multiple premises
within a building.
Some buildings are constructed with centralised electricity systems, some with centralised
air-conditioning systems, some with centralised hot water and gas systems and many
with a combination of all. These are designed to provide increased economy of scale when
purchasing the energy source in bulk.
The well documented and recognised advantage of community living is the administration
of community assets like these for the benefit of all owners. There may also be advantages
for developers not having to provide the initial capital for centralised equipment. However,
the significant beneficiary of embedded networks is the occupant or the owner.
By design the new apartment owner has saved money on their purchase and in some cases
on their levies, as well as considerable space and improved aesthetic and maintenance
costs by removing the individual system from their lot.
Embedded network service providers will install a better, longer lasting, more reliable
system than off-the-shelf, single systems with one-year warranties that are available to
builders.

embedded network

SSKB GROUP IS A ONE STOP STRATA
SHOP. UNLOCK SUBSTANTIAL COST
SAVINGS IN ELECTRICITY, HOT WATER,
CHILLED WATER AND GAS.
12 Step 1: Discovery
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Step 2:

In the Discovery phase we will surround ourselves with the right people and ask the
right questions to begin an internal project audit, to better inform disclosure decisions.
The second step is to work as part of your consulting team to get the right answers and
document your new project.
We always recommend convening a meeting of the key contract consultants early on in
step 2. Generally this includes:

You

The
Solicitor
The Project
Manager

SSKB (of
course!)

The
Surveyor

This meeting coordinates the parties so everyone understands the timetable and
responsibilities. The meeting commences with the concept plan being tabled and you
run over the basics of the development, including the crucial development approval
conditions.
Invariably there are decisions which require all of these parties’ input. Having everyone
present when the decisions are made not only ensures everyone is on the same page, it
saves you from having to revisit and recommunicate the decisions.
The result of the right answer will be documented in the off the plan sales contract and
associated disclosure material. There may even be changes to your design and build
plans. All of this saves you money and protects your off the plan sales.

Initial
Consulting

The result is a disclosure document attached to the contract of sale, which fulfils your
developer statutory obligations, and provides agents with an accurate picture of the
product they are selling on your behalf. It also gives buyers the clearest-possible picture
of the finished product. Delighted and informed buyers and occupiers is the goal.
THE DISCLOSURE STATEMENT MUST:
▶ Identify the proposed lot, which is usually done via a rudimentary plan
▶ State the date by which the seller must settle the contract for the sale of the proposed
lot
▶ State the amount of annual contributions reasonably expected to be payable to the
body corporate
▶ Include for any engagement of a person as a body corporate manager or service
contractor for the scheme proposed to be entered into after the establishment of the
scheme
• The terms of the engagement
• The estimated cost of the engagement to the body corporate; and
• The proportion of the cost to be borne by the owner of the proposed lot
▶ Include details of all body corporate assets
▶ Include the proposed community management statement
▶ Identify the regulation module
A DEVELOPER’S ESSENTIAL GUIDE TO BODY CORPORATE 15

This all sounds simple if you read it quickly, but the resulting document is generally a
large bundle.

However, a good budget does more than this. The budget should give buyers a strong
sense of what the ongoing costs will be for the years ahead. Budgets prepared in strict
compliance with the law but outside the spirit of disclosure, that push expenses into
the second year and omit them from compulsory disclosure, result in significant body
corporate levy increases in the early years of the development. This invariably results in
disgruntled owners and brand damage for the developer. Instead, the SSKB budgets
for our developers anticipate expenses and ensure the body corporate adopts a prudent
financial position from the outset.
Click here see the budget provided in the Appendix for an example of a good body
corporate budget.
Attached to the budget will be a schedule of contributions. This schedule outlines the
dollar amount each lot will contribute to the components of the budget. As well as the
Administration/Sinking Fund and Insurance, the schedule will outline the amount each
lot will contribute to any agreements longer than 12 months and therefore require to be
disclosed.
To determine the amount each lot contributes towards the aforementioned components
of the budget, and in fact all budget items, we use the lots’ contribution and interest
entitlements. Contribution entitlements and Interest entitlements are determined by
the principles outlined in the Appendix.

16 Step 2: Initial Consulting
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A typical Disclosure statement can be upwards of 350 pages

The budget provided will be for the first 12 months’ expenses of the body corporate’s
life and will allow for administration fund contributions, sinking fund contributions and
insurance.
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The final disclosure material and contract is given to buyers and executed by all parties.
For buyers it is then a waiting game, but for you this is the period of immense hard work,
when your vision becomes a physical reality as you start and complete the build.
The intervening period can be years, and because things change once construction
commences or as the market conditions change, the disclosure material must also
change. We are here to update material and provide advice to protect the contracts you
have worked so hard to procure.

Step 3:
in disclosure
& under
construction

Circumstances that may trigger the need for the disclosure material to be altered are
many, and they may be something which is beyond the control of the developer.
We have seen law changes introduced during the life of the development which have
necessitated changes in the format and content of disclosure. We have also seen changes
in the available Development Approval conditions which have allowed new and exciting
possibilities for the nature of the building which was proposed, and allowed the developer
to offer the market more product.
The market conditions may also change what is intended for the development. For
instance, due to a change in the market you may find there is less demand for one-bedroom
apartments and strong demand for three-bedroom apartments. Consequently, you
may decide to amalgamate some of the one-bedroom apartments into three-bedroom
apartments. This will reduce the number of lots within the overall development, and
mean lot entitlements change, either for all apartments or just for the newly created
apartments. Budget items may also change, as some line items within the budget are
dependent on the overall number of lots within the scheme.

We have also seen purchasers offer to buy multiple apartments within the development,
for example, the top 10 floors, and then require those apartments to be held on one
title. A change like this opens up the possibility of introducing a layered body corporate
scheme. An alternative like this is unusual but may be possible if your statement of future
development, as contained with the proposed Community Management Statement
(CMS) for the scheme, contemplates such an unusual change.
Other examples of changes we have seen include variations to the height of the building,
resulting in more floors being built and more apartments being delivered. This again
results in changes to the budget and changes to both the interest schedule and
contribution schedule of lot entitlements.
Construction and design evolution can also see changes in disclosure. We have worked
with developments where plant and equipment has become more efficient and more
streamlined during the construction period, which in turn resulted in less space being
needed for the plant (for instance air-conditioning and hot water heating systems). The
empty space was then available to become storage for the owners and occupiers, which
was allocated via exclusive use or added to the titled area of particular apartments.
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Also, development conditions which were known generally, but not specifically, at the
time of going to the market may be negotiated and clarified with the relevant statutory
authorities (for instance storm water management). As the specifics are determined,
they may require new agreements which must be disclosed or that may impact the body
corporate budget.

OTTO BY
MORRIS PROPERTY GROUP

Others disclosure material changes have come from the sale of the management rights,
where the buyer has required variation of the caretaking and letting agreements.
Entire projects and sites may also be sold to a new developer during the sales and
construction period, with the first developer assigning all their rights and responsibilities
under the contracts of sale to a new developer. In such a circumstance, the disclosure
material should always be reviewed as part of the due diligence of the new developer.
Throughout the disclosure period we will work with your sales team to brief them on the
schedule of levies and budget. We can also provide tailored FAQ’s to ensure there is no
ambiguity regarding strata queries in all project communications. During construction
we will provide ongoing consultation and advice in relation to any project directional
changes, levies and timelines.

THE YARDS BY
LENDLEASE
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Pre-Registration

Step 4:

STEP 4 IS A CRITICAL POINT IN THE
DEVELOPMENT DELIVERY PROCESS.
In all our projects we utilise our tailored pre-registration checklist, which will mitigate risk
and liability for your development. The checklist covers the period from 6 months out up
to the day of registration.
In the Appendix to our booklet you can see a sample of our checklists.
In essence, the pre-registration is all about ensuring that the completed project meets
the standards set in the disclosure material and that the team who will be operating the
building are fully aware of the requirements set out in the disclosure material.
We will induct your management rights buyer and highlight warranties and requirements
that must be adhered to for safety and compliance using our ‘Fact Finder System’.
There is also the important step of procuring for your development the most appropriate
and cost-effective insurance policy to protect the building in the event of disaster and
accident. The developer has the statutory obligation to ensure the insurance policy is in
place when the body corporate is established.
We have access to the widest panel of specialist strata insurers, with the most
comprehensive range of policies. These policies will be provided to you in a letter of
offer 1 month prior to you achieving practical completion. Insurance is most commonly
placed at this point as the builder’s insurances on the development will end at practical
completion.
Two items required by legislation that must be provided by the developer prior to
registration are a Building Insurance Valuation and Sinking Fund Forecast. We are able
to quote and provide these reports for you through our expert building management
service STAR BMS.

A DEVELOPER’S ESSENTIAL GUIDE TO BODY CORPORATE 23

SINKING FUND FORECAST:
A body corporate’s sinking fund is a special fund which exists to allow a body corporate
to pay for repairs and maintenance of a capital nature. It is a legislative requirement that
every body corporate must have a sinking fund, and contributions to it must be set based
on a professionally prepared forecast.
The money in a sinking fund can be spent on several different things. Firstly, it can be
spent on anticipated capital expenditure, or non-recurrent items. In a strata scheme, this
often includes large or one-off items, such as painting the building or major structural
repairs to common property. The sinking fund can also be used to replace major capital
items in a scheme. This might include items such as; common property fences, lifts,
central hot water systems or carpets in a lobby. Sinking funds can then also be spent on
any other expenses which should be reasonably met from capital, such as pool furniture.
A Sinking Fund Forecast projects the required contributions to the Sinking Fund for the
aforementioned capital expenditure items. The sinking fund must project the spending
for 9 years after the current financial year.

SSKB GROUP PROVIDES ACCESS
TO A COMPREHENSIVE RANGE OF
PROFESSIONAL SERVICES AIMED
AT ACHIEVING VITAL GOALS IN
ASSET PROTECTION AND VALUE
ENHANCEMENT.

BUILDING INSURANCE VALUATION:
Every body corporate is legislatively required to be adequately insured. Having up to
date and accurate valuations of all the buildings and common property will ensure that
in the event of a claim, the body corporate is adequately covered. Having an up to date
Insurance Valuation is the key to avoiding your building being under-insured.
In Queensland, the Body Corporate Management (Standard Module) Regulation states
that a body corporate must insure for its building’s full replacement value, and the
replacement value can only be determined by a building Insurance Valuation.

24 Step 4: Pre-Registration
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registration

Step 5:

Up next is registration, which is exciting
as soon you can call for settlements and
bring in some money to cover the massive
expenditure required to make your project
come to life.
‘Registration’ is the term for when the Department of Natural Resources, Mines and
Energy formally creates the new titles for each strata lot, and the body corporate comes
into existence. This newly created legal entity is wholly controlled by the developer on day
one, as the developer is the owner of all the lots.

Most often we will see your development reach practical completion prior to registering,
however, it is not uncommon that the project might achieve registration prior to this.
Practical completion is an important step in the development as it:
▶ Starts the certification process of the development; and
▶ Triggers insurance placement (which we will arrange for you).
To obtain a certificate of classification, you will need to satisfy to council that the
development has followed the outline of the Development Approval. This generally
follows the below steps:

Builder
notifies owner
of practical
completion

Owner must
then accept
practical
completion
from builder

A certifier will attend
the site to ensure the
development is compliant
with the Development
Approval and provide signoff on the certificate of
classification.

STEP 5: REGISTRATION
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From an insurance perspective, it is important that we are notified when practical
completion is accepted from the builder as the builder’s insurance will cease and we will
need to place a policy to ensure the building is insured. As the body corporate will not
have registered yet, we will place the policy in the name of the developer’s entity up until
registration, when the policy will be endorsed into the body corporate name.
Timely communication is important at registration. We have seen instances where plans
have been registered, but the information has not been communicated, which means
there are delays in settlement. Remember that settlement occurs generally 14 days after
buyers are notified that the plan is registered. Many parties have tasks to sign off during
this 14 day period. Consequently, advising SSKB and other consultants that the plans are
out of the Titles Office is a vital step.

				 MAKES A POSITIVE
DIFFERENCE TO THE
COMMUNITIES you build.

What we require at registration from your consultants is:
▶
▶
▶
▶
▶
▶

Registered CMS
Registered Survey Plan
Registration Confirmation Statement of all Lots and Common Property
Registered Building Management Statement (if any)
Registered Easements (if any)
Original execution copies of all agreements that were disclosed

On your behalf we immediately commence the process of ensuring compliance with all
the statutory obligations which rest with the body corporate, and we create the records
which are needed by buyers of apartments to satisfy their banks and their lawyers. If you
don’t get this right then settlements can be delayed, or in a worst-case situation, fall over.
Our team will work with you and your solicitor at Registration to arrange to hold the First
Extraordinary General Meeting as soon as possible to ensure settlements can begin to
take place.

28 Step 5: Registration
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Extraordinary
General
Meeting

step 6: First EGM

The practical necessity is every body
corporate must have a first general meeting
to put in place a committee and decisionmaking protocols, and to affect the
arrangements prescribed in the disclosure
material. The first meeting is called the
First Extraordinary General Meeting and is
commonly abbreviated to First EGM.

For your information we set out in the Appendix an example of the minutes which
might be produced at a First Extraordinary General Meeting, so you can understand
the extensive nature of the items covered.

The First EGM can only be held after the body corporate registers in the Titles Office, as
this is when the body corporate is created. However, once registered there is always a
rush to hold and convene the First EGM as the earlier this is done, the more time buyers
have to inspect the body corporate records and buyers’ solicitors require this inspection
as part of their pre-settlement due diligence. Most body corporate general meetings in
Queensland may only be held with 21 days clear notice to owners. However, for the First
EGM the 21 day notice period may be waived, and the meeting is held without sending
out a notice of meeting.
Prior to the creation of the body corporate, the title to the land is in the name of the
developer. Consequently, upon the subdivision of the land all the newly created titles
to the apartments are registered in the Titles Office in the name of the developer. The
developer is given the name ‘original owner’ in the body corporate legislation and is the
owner of all apartments.

STEP 6: FIRST EXTRAORDINARY GENERAL MEETING
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Under body corporate law, every company which owns a lot in a community titles scheme
must appoint a Company Nominee to represent the company in body corporate matters.
Consequently, where the developer is a company you will need to complete a Company
Nominee Form. In the Appendix (Click Here) we have set out an example of the Company
Nominee Form. We will of course help you to complete the form as part of holding the
First EGM. The individual who is appointed as the company nominee becomes the face
of the developer for body corporate matters moving forward and will generally have an
ongoing involvement in running the body corporate with SSKB until the owners take
over fully. This can be a time-consuming responsibility, as decisions will need to be made.
However, we are with you as you undertake the journey.
At this First EGM the company nominee of the developer attends with us. All the motions
are passed for the body corporate to enter into the contracts and agreements necessary
to receive and pay for essential services like electricity, rubbish removal, lift maintenance,
insurance, caretaking and fire monitoring. There are also registrations with government
offices like the Australian Tax Office, and establishment of the body corporate’s bank
account. Agreements and forms need to be executed. These are generally completed
under the seal of the body corporate with the signature of the company nominee of the
original owner.

One important agreement is the management rights agreement. This is required to be
finalised in order to settle the sale of the management rights. This agreement is prepared
by your solicitor and is executed in duplicate by the buyer of the management rights.
After execution under seal by the body corporate, one copy is kept by the body corporate
and a copy is held by your solicitor, who exchanges it with the buyer of the management
rights at settlement.
Another important aspect of the First EGM is adopting the budget. The budget is to be a
reasonable estimate of the likely expenses of the body corporate. Generally, it comprises
the administrative fund and the sinking fund. The sinking fund is set in accordance with
the Sinking Fund Forecast, which is a report obtained at the time the disclosure material
was prepared.
The levies payable by owners are set according to the disclosure material, and levy notices
are issued to ensure appropriate settlement adjustments can be made between you as a
developer and apartment buyers.
It is good practice for the developer’s representative to table and hand over copies of
reports and records to the body corporate. This could include building plans, warranties,
maintenance manuals and instructions associated with significant pieces of plant and
equipment. It is ideal for these documents and plans to be in digital form as they can be
stored and easily accessed in the future.
It is common that builders are still finalising and bedding down some minor aspects
of construction. Consequently, inspection reports advising of the condition of common
property are also good practice as part of establishing any necessary building finalisation.

BRISBANE RACING CLUB BY
MIRVAC
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Settlement involves liaising extensively with buyers of apartments, their solicitors, and
your development solicitors to ensure all queries are answered and all information is
supplied to affect payment of the purchase price and transfer the ownership of each lot
from you to your buyers.
This is generally a happy process as it is the culmination of a dream for the developer and
for the buyers who are about to take possession of brand-new homes or investments.
However, time is of the essence and when large sums of money are changing hands
there is always tension, especially when banks are involved. It’s essential we work with
you and your solicitors to get everything right.

Step 7:
settlement

We appreciate how important it is to create the right first impression as new owners get
involved. We record the new owners’ details into the body corporate records as Form 8s
are received from buyers’ solicitors.

Click here to see our appendix of what a Form 8 looks like.

SYNERGY BROADBEACH BY
AMALGAMATED PROPERTY GROUP
AND MORRIS PROPERTY GROUP

STEP 7: SETTLEMENT
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It is important that these Form 8s are completed correctly and received as without these
forms your development company will remain listed as the owner of lots that may have
been sold. This can create unnecessary headaches with levy notices not being received
from new owners. We, of course, will work with you and new owners to negate the risk of
this happening.
It is also a responsibility of the developer to ensure the first annual general meeting of the
body corporate is called and held. (The first annual general meeting is different from the
first extraordinary general meeting). We will undertake this on your behalf as part of our
role as the appointed body corporate manager.
The first annual general meeting must be held within 2 months of the first of the following
two events:

The formalities of the meeting are conducted by SSKB, in accordance with strict legislative
requirements. We ensure the transition from the first annual general meeting to the
ensuing committee meeting is as seamless and effortless as possible.
As part of running the meeting we work with you to help you discharge some of the
remaining duties the body corporate law requires of you. This involves helping you
collate the extensive list of documents you are required to give the body corporate,
including:

Register of assets containing an inventory of all body corporate assets
All plans, specifications, diagrams and drawing of the building and

50% of the lots are settled, which we determine based on the Form 8s we receive

or
6 months has expired since the body corporate was registered in the Titles Office.

improvements forming part of the land (as built) showing water pipes,
electrical wiring, drainage, ventilation ducts, air conditioning systems
and other utility infrastructure
All policies of insurance taken out by you for the body corporate

The first annual general meeting provides an opportunity for the developer to relinquish
the duties as an executive member on the body corporate committee and pass control
over to new owners who, once on the committee, can make decisions for the body
corporate. At this first annual general meeting the following items must be considered:
▶ The adoption and authorisation to use the body corporate common seal when
executing any contracts or agreements.
▶ The budgets which were adopted at the first extraordinary general meeting are again
put to the owners and ratified, and the contributions payable by each owner are again
approved.
▶ The insurance policy which was first sourced by us on behalf of the developer and
approved at the First EGM is reviewed.
▶ Other technical matters are decided, like holding and using the body corporate
common seal, appointment of an auditor, deciding if matters are to be reserved from
the authority of the committee, reviewing the by-laws, and determining if committee
elections will be decided either via a secret or open ballot.
▶ Most importantly, new owners are given the opportunity to nominate for election to
the committee and an election is held.

36 Step 7: Settlement
BACK TO CONTENTS

An independent valuation of each building the body corporate must
ensure
Certificates of title, documents evidencing rights or obligations,
contracts for building works or other development work which have
been performed to create the buildings and the development
Certificates of classification and fire safety certificates
Any other documents in your possession or control relevant to the body
corporate including books of account registers, correspondence or
service contracts
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This is
Where
the
Hard
Work
Starts

The initial group of settlements is only where the hard work starts.
Your development is your baby and your brand is forever associated with the finished
product. We understand that you will want to be involved and have input to protect your
legacy and ensure your purchasers receive the value they have contracted to buy.
Developers may have stock which was not sold off the plan and will have a direct ownership
until all the strata lots are sold down. This means you have the right to vote at general
meetings for all the lots you own. Don’t forget also, that with each unsold lot comes the
obligation to pay the body corporate levies on the due date until the lot changes hands.
This ongoing holding cost is essential as every owner must pay their share of the running
costs of the body corporate.
Moreover, until an election is held, and owners form the committee the developer’s
representative plays an essential role in body corporate decision making.
The
representative of the developer is the person who holds all the committee positions until
the next election, which occurs at the first annual general meeting.
Even after the new committee of owners is elected, if you own lots within the scheme
then you have the right to nominate to be part of the body corporate committee. Some
developers shy away from the opportunity to be involved. We respect that decision.
However, we believe that as an owner and as the person with the longest involvement with
the development, it is an opportunity lost if you don’t stay involved with the committee.
Even after all your stock is sold, the developer’s indirect involvement will continue for
some time. One key area is the management of defects and assisting in liaising with the
builder. Defects are a regular aspect of development. There has never been a perfect
building, and despite best intentions, defects do occur. Remediation need not be a
conflictual process. Rather it should be a co-operative and consultative process.

THIS IS WHERE THE HARD WORK
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CONCLUSION
And that’s pretty much it.
Every development is different, with a unique set of circumstances that confront the
developer on every site and with every building design. Specific advice is required to
ensure the development maximises its potential.
If you have any further questions in regard to our process or are interested in working with
SSKB on your next development don’t hesitate to get in contact with the team today!

BRISBANE AND FNQ
(07) 3010 5555
Level 6, 270 Adelaide Street, Brisbane
QLD 4000
GOLD COAST
(07) 5504 2000
10 Frigo Court, Bundall
QLD 4217
NORTHERN NSW
(07) 5536 8401
Level 1, 75 Wharf Street, Tweed Heads
NSW 2485
SUNSHINE COAST
(07) 5453 9550
1/66 Duporth Avenue, Maroochydore
QLD 4558

SSKB manages
buildings
all across
Queensland,
Melbourne and
Northern NSW.
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An introduction to some of the basic titling concepts
BUILDING FORMAT PLAN
A Building Format Plan is a type of subdivision plan where the boundaries of the lot are
defined by the building structure (e.g. floors, walls and ceilings) and by projections of the
building structure. Except to the extent permitted by the directions of the Registrar of
Titles, the boundary of a lot created under a building format plan and separated from
another lot or common property by a floor, wall or ceiling, must be located at the centre
of that floor, wall or ceiling.
STANDARD FORMAT PLAN
A Standard Format Plan is a type of subdivision plan where points on the earth (e.g. posts
in the ground) in a horizontal plane define the boundaries of the land.
VOLUMETRIC PLAN
A Volumetric Plan is a type of subdivision plan where the lot is defined with a height,
breadth and length (i.e. 3 dimensionally located points). It need not create any common
property. The Volumetric Plan may be used to divide a lot on either a Building Format
Plan, a Standard Format Plan, or another Volumetric Plan.

MELBOURNE
(03) 8641 6555
Level 5, 520 Collins Street, Melbourne
VIC 3000

40 Conclusion
BACK TO CONTENTS

A DEVELOPER’S ESSENTIAL GUIDE TO BODY CORPORATE 41

LAYERED BODIES CORPORATE

BUILDING MANAGEMENT STATEMENTS (BMS)

A layered body corporate arrangement is the combination of more than one body
corporate within a single development. This means that there is a principal scheme,
and it is made up of lots and common property, and one of those lots is itself a body
corporate. This is the subsidiary body corporate. It is possible to have several layers, not
just one principal scheme with a number of subsidiaries. However, this is rare due to the
complexity and additional layers of administration.

A Building Management Statement (BMS) is a document that contains details on how
two or more owners exist utilising common areas and utilities. It has similarities to a
principal body corporate, but it is not a body corporate nor is it regulated by the same
legislation.

The concept of principal and subsidiary schemes is very useful when designing equitable
arrangements for complex property developments. For instance, two high-rise towers
(one with 40 floors and four lifts and the other with 5 floors and 2 lifts) may be built above
four levels of shops and other retail facilities. All three may share a basement. If all three
components share access ways and the basement for parking, then they would need to
regulate their relationship through the use of a principal scheme. Since the shops are
a different use, then they should be in a subsidiary body corporate. As the two high rise
towers have different physical structures, it is appropriate that they are each in a separate
body corporate. The following diagram illustrates this arrangement.

Principle Body Corporate

Common Property
for principal
scheme

Body Corporate for
retail

Common
property

Retail lots

Body Corporate for
5 floor building

Common
property

Residential
lots

Body Corporate for
40 floor building

Common
property

Residential
lots

Layered bodies corporate may also be appropriate where the construction of the buildings
in the development is staged, or where there are different plan formats for re-subdivision
in the one development. Indeed, unless the statement of future development in the
Community Management Statement states that different format types will be used and
the contribution lot entitlement schedule fairly reflects the difference in maintenance
requirements, it is compulsory to use principal and subsidiary schemes.
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A BMS is a registered document which is governed by the Land Title Act. It is an
encumbrance that is registered on the title of each of the lots to which the statement
applies. The document contains terms and conditions that benefit and burden the land
to which the statement applies. It identifies all of the lots that are bound by its terms
and conditions. There must be at least 2 lots bound by the statement. The lots must be 2
volumetric lots, or 1 standard format lot and 1 volumetric lot. The owners of the lots must
sign the BMS agreeing to its terms before the statement can be registered. All of the lots
to which the statement applies must be lots:
▶ Wholly or partly contained in a building, or
▶ Wholly or partly containing a building.
▶ The BMS may only have the content allowed under the legislation which creates it. It
must have provisions that deal with the following necessities
▶ The supply of services to the lots
▶ The rights of owners, occupiers and invitees to access the lots. These rights are effective
like easements and avoid the need for easements
▶ The rights of each of the lots to rely on the other lots for support and shelter
▶ The obligations of each of the parties to make appropriate insurance arrangements
▶ In addition to the mandatory provisions set out above, there are also the following
optional matters that may be dealt with under the BMS
▶ The establishment and operation of a management group to make decisions relevant
to the lots
▶ Financial matters, so that the lots have collected sufficient funds to spend on their
joint responsibilities
▶ Maintenance of the lots and any shared areas
▶ Aesthetic matters that are controlled by an architectural or landscaping code
▶ Dispute resolution for the owners in respect of issues affecting the building and the
BMS
▶ Administration, repair, maintenance, operation, use and replacement for common
services and facilities
▶ General administrative arrangements
▶ Arrangements for accomplishing extinguishments of the statement.
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The concept of a BMS can be very useful when designing a complex property development.
For instance, two high-rise towers (one with 40 floors and four lifts and the other with 50
floors and 2 lifts) may be built above four levels of shops and other retail facilities. All three
may share a basement. If all three components share access ways and the basement for
parking, then they would need to regulate their relationship through the use of a BMS.
Since the shops are very different to the towers and may be sold as freehold lots there is
no need to include them in a body corporate. As the two high rise towers have different
physical structures, it is appropriate that they are each in a separate body corporate. The
following diagram illustrates this arrangement.

Building Management Statement

Free Hold Retail Shops

Body Corporate for 5
floor building

Body Corporate for 40
floor building

APPENDIX ON MANAGEMENT RIGHTS
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Management rights is a common part of community title development in Queensland,
and it is a highly effective form of property management. While not as common in other
states of Australia, it is also available as a service for bodies corporate in those states.
Management Rights provides for economic synergies by combining in 1 on-site service
provider various services which are required by bodies corporate in order to run smoothly.
Often management rights businesses are owner operated, and this can also provide
economic and operational efficiencies. A key part of the efficiencies revolves around an
on-site presence, at least during normal office hours. Additionally, often the provider of
the services will be living on site with an office attached to the residence. This facilitates
in a cost-effective way services outside of standard business hours.
The entity that provides on-site management and caretaking services is known as the
Caretaking Contractor. This entity may also be referred to as the Resident Unit Manager
(RUM), the on-site manager or the building manager. Duties for a Caretaking Contractor
will vary between schemes and they are provided for in the agreement with the body
corporate. The duties often comprise the following:
▶
▶
▶
▶
▶
▶

Supervision of the common property
Supervision of work to be carried out on the common property
Ensuring, or doing cleaning of certain common property
Ensuring, or doing maintenance on certain common property
Reporting to the body corporate Committee
Offering to owners a rental and property management service for their apartments

Caretaking Contracts are not contracts for concierge services, though duties of this
nature may be included in high end developments.

A BMS requires specialist management services from SSKB as each BMS is unique and
operates differently. SSKB has developed a specialist team that solely manages all aspects
of a BMS, from initial creation through to financial administration and dispute resolution.

As every development is different, and the requirements for good caretaking will differ
based on the design of the building, and the services the developer aspires to provide for the
owners and occupiers, it is important that the agreement with the Caretaking Contractor
is crafted, and not merely printed off using a precedent from a prior development. When
agreements don’t fit the finished development, either in terms of the duties specified or
the remuneration being paid, there is potential for inefficiency and angst between the
body corporate and the Caretaking Contractor in the future.
A key point to clarify in the contract is the extent to which the caretaking duties are
all encompassing and pass to the Caretaker an absolute obligation to do work for the
fee paid, irrespective of the technical complexity involved. Invariably services which
have a technical component are carved out of the Caretaker’s duties – for instance lift
maintenance.
A Caretaking Contractor may also possess an authority to conduct a letting agent
business. This allows the Caretaking Contractor to act as a rental agent for lots with
the development from an office within the foyer of the building (this is often the onsite manager’s home). Having an on-site letting agent is an effective mechanism for
maximising rental and ensuring high occupancy rates.
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Project Name

Project Name

Client Name
PROPOSED 12 MONTH BUDGET

AMOUNT

Audit Fees

$0.00

Bank Fees

$150.00

Electricity

$3,500.00

Insurance - PL & DO

MOCK BUDGET

Lift Agreement

Annual audit by KPMG
Transaction fees for levies, EFT

$1,000.00

$20M P& L, & $5M Directors/Office Bearers

$7,500.00

Comprehensive Maintenance Agreement 1 lift

($5,625.00)
$30,000.00

$1,000.00

Maxsoft Licensing Fee

$482.40

$16.08

Pest Control

$675.00

Printing Postage & Stationery - FFS

9 Month Warranty Period (if applicable)
Full Service Agreement
Software licence fee
Common property only

57.02

$

16.34

Insurance Provision (Building) per interest schedule lot entitlement

$

7.15

$60.00

$450.00

$15.00

$1,200.00

Quarterly report

R & M Building

$1,000.00

Repairs such as touch up painting etc

R & M Electrical

$1,000.00

Replacement of light bulbs, repairs and maintenance etc

R & M Gardens & Grounds

$750.00

R & M Pool

$500.00

Rubbish removal

$75.00

Secretarial Fees

$3,900.00

Assumption Council Collection as rates, excess tip fees
$130.00

Agreed services as per agreement

$500.00

Fee for Additional services

Set up Fees

$500.00

Establishment of electronic records, year 1 only

Sundry Expenses

$300.00

Tax Return Fee

$400.00

Telephone - Lift Lines

$200.00

Workers Compensation

$200.00

Workplace Health & Safety Report

$800.00

ADMIN FUND

AMOUNT

TOTAL OF ADMIN FUND (EX GST)

$52,357.40

Annual tax return

Annual report covering common property

A

B

C

(A + B + C)

Included in A

Included in A

1

32

29

$1,824.73

$522.77

$207.35

$2,554.86

$1,045.54

$231.76

$49.13

$500.00
$1,800.00

Process BAS Statement

Secretarial Fees - FFS

$

Sinking fund per contribution schedule lot entitlement

Lift Registration, Backflow Testing

Lift Agreement - Warranty

Printing Postage & Stationery

Administration fund (without insurance reimbursement (building)) per contribution schedule lot entitlement

BODY CORPORATE LEVY INFORMATION

Common property

$600.00

Manager / Caretaker

Pool Chemicals

APPENDIX: SAMPLE BUDGET

PER LOT DESCRIPTION

1,000

Total Weekly Contribution
Inc GST

ADMINISTRATIVE FUND

Total Interest Schedule Lot Entitlement:

Body Corporate Manager
Inc GST by CSLE

$7.15

1,010

Manager Fees
Inc GST by CSLE

$16.34

Insurance Provision (Building) per Interest Schedule Lot Entitlement:

Total Contribution Schedule Lot Entitlement:

Total Annual Contribution
Inc GST

Sinking Fund Contribution Per Contributions Schedule Lot Entitlement:

30

Total Number of Lots

Insurance Provision (Building)
Inc GST by ISLE

$57.02

Sinking Fund
Inc GST by CSLE

Administration Fund Contribution Per Contribution Schedule Lot Entitlement:

Schedule of Proposed Contributions

Administration Fund
Inc GST by CSLE

1,000

Interest Schedule
Lot Entitlements "ISLE"

Total Interest Schedule Lot Entitlement:

Contribution Schedule
Lot Entitlements "CSLE"

1,010

Lot Number

Total Contribution Schedule Lot Entitlement:

Fee & Permits

Client Name

30

APPENDIX: SAMPLE BUDGET

Number of Lots:

2

32

29

$1,824.73

$522.77

$207.35

$2,554.86

$1,045.54

$231.76

$49.13

3

33

30

$1,881.76

$539.11

$214.50

$2,635.36

$1,078.22

$239.00

$50.68

4

33

30

$1,881.76

$539.11

$214.50

$2,635.36

$1,078.22

$239.00

$50.68

5

34

32

$1,938.78

$555.45

$228.80

$2,723.02

$1,110.89

$246.25

$52.37

6

34

32

$1,938.78

$555.45

$228.80

$2,723.02

$1,110.89

$246.25

$52.37

7

32

30

$1,824.73

$522.77

$214.50

$2,562.01

$1,045.54

$231.76

$49.27

8

32

30

$1,824.73

$522.77

$214.50

$2,562.01

$1,045.54

$231.76

$49.27

9

33

31

$1,881.76

$539.11

$221.65

$2,642.51

$1,078.22

$239.00

$50.82

10

33

31

$1,881.76

$539.11

$221.65

$2,642.51

$1,078.22

$239.00

$50.82

11

34

32

$1,938.78

$555.45

$228.80

$2,723.02

$1,110.89

$246.25

$52.37

12

34

32

$1,938.78

$555.45

$228.80

$2,723.02

$1,110.89

$246.25

$52.37

13

32

30

$1,824.73

$522.77

$214.50

$2,562.01

$1,045.54

$231.76

$49.27

14

32

30

$1,824.73

$522.77

$214.50

$2,562.01

$1,045.54

$231.76

$49.27

15

33

32

$1,881.76

$539.11

$228.80

$2,649.66

$1,078.22

$239.00

$50.96

16

33

32

$1,881.76

$539.11

$228.80

$2,649.66

$1,078.22

$239.00

$50.96

GST

$5,235.74

17

34

33

$1,938.78

$555.45

$235.95

$2,730.17

$1,110.89

$246.25

$52.50

TOTAL OF ADMIN FUND (INC GST)

$57,593.14

18

34

33

$1,938.78

$555.45

$235.95

$2,730.17

$1,110.89

$246.25

$52.50

19

32

31

$1,824.73

$522.77

$221.65

$2,569.16

$1,045.54

$231.76

$49.41

INSURANCE PROVISION

AMOUNT

TOTAL OF INSURANCE PROVISION (EX GST)

$6,500.00

20

32

31

$1,824.73

$522.77

$221.65

$2,569.16

$1,045.54

$231.76

$49.41

GST
TOTAL OF INSURANCE PROVISION (INC GST)

$650.00
$7,150.00

21

33

32

$1,881.76

$539.11

$228.80

$2,649.66

$1,078.22

$239.00

$50.96

22

33

32

$1,881.76

$539.11

$228.80

$2,649.66

$1,078.22

$239.00

$50.96

23

34

34

$1,938.78

$555.45

$243.10

$2,737.32

$1,110.89

$246.25

$52.64

24

34

34

$1,938.78

$555.45

$243.10

$2,737.32

$1,110.89

$246.25

$52.64

25

35

38

$1,995.80

$571.78

$271.70

$2,839.28

$1,143.56

$253.49

$54.60

SINKING FUND

AMOUNT

SINKING FUND (EX GST)
GST

$15,000.00
$1,500.00

SINKING FUND (INCL GST)

$16,500.00

GRAND TOTAL

AMOUNT

TOTAL (EX GST)
GST

$73,857.40
$7,385.74

30

39

48

$2,223.89

$637.13

$343.20

$3,204.22

TOTAL (INCL GST)

$81,243.14

30

1,010

1,000

$57,593.14

$16,500.00

$7,150.00

$81,243.14

Budget

12/08/2020

12/08/2020
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Based on Report by
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26

35

38

$1,995.80

$571.78

$271.70

$2,839.28

$1,143.56

$253.49

$54.60

27

35

38

$1,995.80

$571.78

$271.70

$2,839.28

$1,143.56

$253.49

$54.60

28

35

38

$1,995.80

$571.78

$271.70

$2,839.28

$1,143.56

$253.49

$54.60

29

39

48

$2,223.89

$637.13

$343.20

$3,204.22

$1,274.26

$282.46

$61.62

$1,274.26

$282.46

$61.62

$33,000.00

$7,315.00

Schedule of Proposed Contributions
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APPENDIX ON LOT ENTITLEMENTS
The contribution schedule lot entitlement is used for determining the owner’s contribution
to most body corporate expenses and the value of a lot’s vote on a poll for an ordinary
resolution.
The interest schedule lot entitlement is used to calculate the owner’s share of common
property, the amount of any contribution to insurance premiums, any entitlements to
property upon a termination and the unimproved value of the lot for the purpose of
separate assessment of rates or taxes.
Each unit owner is obliged to contribute to expenses incurred by their body corporate in
carrying out its functions. These are called levies. Expenses commonly include outgoings
for maintenance of common property (such as pools, gardens, buildings and driveways)
and administrative expenses (such as the cost of engaging a body corporate manager). Lot
entitlements are used to determine how costs and interests in a community titles scheme
are divided between owners and the voting rights of owners in certain circumstances.
Every lot in a community titles scheme is allocated a contribution schedule lot entitlement
and an interest schedule lot entitlement. These lot entitlements are set out in the scheme’s
Community Management Statement. SSKB calculates these entitlements.
Contribution schedule lot entitlements do not have any direct bearing on the sum
of budgeted expenses incurred by a body corporate. The actual amounts levied for a
particular year are determined by a body corporate at its annual general meeting when
it adopts its budgets.

Our methodology provides for the equitable distribution of the costs. Usually the
contribution lot entitlements will be calculated after sharing costs by some or all of the
following factors, in varying degrees:
▶
▶
▶
▶

Costs shared equally by all lots
Costs shared based on the support and shelter provided by the building to each lot
Costs attributable to particular lots because of by-laws
Costs shared based on the number of occupants in lots

The interest schedule lot entitlement for a lot is the basis for calculating a lot owner’s
share of the common property and body corporate assets if the scheme is terminated.
It is also used for calculating:
▶ The unimproved value of a lot for the purpose of a charge, levy, rate or tax payable to a
local government or other authority and that is calculated on the basis of unimproved
value, and
▶ The proportion a lot owner contributes to the costs of replacement insurance for the
common property and body corporate assets.
The interest lot entitlement of each apartment is calculated by assessing the relative
market value of each apartment at the time the assessment is made, and expressing
each as a portion of the overall value.

Contribution schedule lot entitlements are also used for calculating the value of a lot
owner’s vote for voting on an ordinary resolution where a poll is requested for voting on
the resolution. Also, a motion will fail to be passed by special resolution if the total of the
contribution schedule lot entitlements for lots voting against a motion is more than 25%
of the total contribution schedule lot entitlements for the scheme.
Contribution schedule lot entitlements may also be used to determine a lot owner’s
contribution to utility services (for example water and electricity) that are charged
according to usage where the service provider cannot measure individual supply.
We are experts in the correct method for calculating contribution lot entitlements. Under
the legislation which provides the basic concepts, the view is that a contribution schedule
should provide for equal contributions by apartment owners, except insofar as some
apartments can be shown to give rise to particular costs to the body corporate which other
apartments do not. This requires an analysis of the demand made by each apartment on
the services and amenities provided by a body corporate, or the apartments cause of the
costs incurred by the body corporate. More general considerations of amenity, value or
history are to be disregarded.
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APPENDIX: SAMPLE EGM MINUTES

MOCK EGM MINUTES
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APPENDIX: BCCM FORM 8
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APPENDIX: SSKB DEVELOPER’S CHECKLIST
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SINKING FUND FORECAST (SFF)
□ Request quotation from STAR BMS
□ Send quotation to client requesting confirmation in writing to engage contractor
□ Make note to follow up with client and confirm SFF
□ Engage STAR BMS to complete report
□ Once report is finalized update budget with forecasted figures
□ File electronic and hardcopy of the report
□ Insurance
□ Send strata fact finder information to insurance broker and request insurance
premium plus building splits (if applicable)
□ Update budget with insurance figures from IAGB
□ File electronic and hardcopy of the report

APPENDIX: BCCM FORM 8

BUILDING INSURANCE VALUATION (BIV)
□ Request quotation from STAR BMS
□ Send quotation to client requesting confirmation in writing to engage contractor
□ Document note to follow up with client and confirm BIV figures
□ Engage STAR BMS to prepare insurance replacement and reinstatement report
□ Once report is finalizsed update budget with forecasted figures
□ File electronic and hardcopy of the report
□ 2 Month Follow-up
□ Make note to follow up with client on a 2-month basis and check date of registration
□ Update master list with any changes
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3 MONTH PRE-REGISTRATION
□ Copy of Final Community Management Statement (CMS)
□ Solicitor to ensure Service of Notice Address of Form 14 be nominated as SSKB
service address
□ Copy of Final Survey Plans
□ SSKB to be given authority to obtain Insurance Valuation Report and advise if two
quotes are required
□ Copies of any agreements to be entered into at first meeting (1st EGM) – SSKB will
provide agenda and attachments for this meeting
□ Copies of Utility Agreements to be ratified at 1st meeting
□ Copies of agreements to be sent to owners before settlement
□ Clear and concise breakdown of each utility, along with contractor details and
account information
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2 MONTHS PRE-REGISTRATION
□ Name of Company Nominee to represent original owner at the 1st EGM
□ Name of any PBC Representatives (if applicable)
□ Name of BMS Representatives (if applicable)
□ Service address of the first Levy Notices issue to the owner
□ SSKB to complete initial strata fact finder document and arrange for initial insurance
quotations – final acceptance letter to be forwarded to IAGB
1 MONTH PRE-REGISTRATION
□ Additional motions be included in the 1st EGM agenda
□ Any contracts to be adopted and approved at the 1st EGM
□ Any design guidelines to be adopted and approved at the 1st EGM
□ Any special conditions required to be approved by the body Corporate at the 1st EGM
□ Contact details of proposed onsite manager or nominated caretaking representative
□ Original owner to approve insurance quotation and return letter of offer
□ Original owner to advise if practical completion will be achieved at the scheme’s
registration
□ SSKB to send draft 1st EGM to original owner and solicitor for review prior to meeting
□ Original owner to prepare asset list, noting value and details. This register will then be
electronically uploaded to the database
PRIOR TO REGISTRATION
□ Original owner to ensure funds available to place initial 12-month insurance – ensure
contract allows for reimbursement at settlement from purchases
□ Original owner to sign and return proposal provided by SSKB for the insurer of choice
□ Day of Registration
□ Copy of Certificate of Currency (COC)
□ SSKB to be notified on day of registration
□ SSKB to place insurance as per signed letter
□ SSKB to obtain tax invoice for reimbursement to original owner
1 DAY FOLLOWING REGISTRATION
□ Original Owner to pay tax invoice urgently
□ SSKB to arrange preparation of Scheme Common Seal for use at 1st EGM
□ SSKB to be provided with registered copy of CMS from DERM and Survey Plans from
Council
□ SSKB to obtain COC – payment must have been received from original owner to the
broker
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3-5 DAYS FOLLOWING REGISTRATION
□ SSKB to hold 1st EGM with Original Owner and Solicitor – all agreements to be
expected and ratified at the meeting. If practical completion has not occurred
further to EGM to approve insurance, 1st AGM to contain motion to tender to the
National Electricity Market for bulk supply.
5-7 DAYS FOLLOWING REGISTRATION
□ SSKB to establish electronic records of the scheme
□ SSKB to issue levy notices to Original Owner and Solicitor for settlements
□ SSKB to issue certificates to any outside solicitors/conveyancing firms to search as
per individual requests
□ SSKB to collate hard copy documents/agreements for ongoing record keeping and
distribution
14 DAYS FOLLOWING REGISTRATION
□ Developer to provide details of any accounts established in the schemes name i.e.
□ Lift Registration
□ Telephone Line Account (s)
□ Plant Registration
□ Utility accounts
□ Any supply accounts
□ Pool registration
□ SSKB responsible for transferring accounts from the original owners into that of the
body corporates
□ Developer may provide tax invoice for any pro-rata payment made in advance from
date of registration
1ST MONTH OF SCHEME
□ SSKB to welcome new onsite Manager/caretaker and conduct a formal induction
6 MONTHS FOLLOWING DATE OF REGISTRATION OR 50% SETTLED
□ Developer to provide prior to first AGM:□ Copy of final development approval
□ Certificate of classification building
□ Certificates of fire safety
□ Contracts of building work
□ Drawings – Architectural
□ Easement Documents
□ Plans – Drainage, Sewerage, Air Conditioning System and Electric Wiring
□ Pool Registration
□ Specifications
□ Trades people (used in construction)
□ Utility infrastructure
□ Sinking Fund Forecast (SFF)
□ Building Insurance Valuation (BIV)
□ Warranties for all common property assets and infrastructure
□ Operating manuals and any relative keys to access common property and
infrastructure
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BUILDING MANAGEMENT STATEMENT CHECKLIST
3 MONTHS PRIOR TO REGISTRATION
□ Copy of final Building Management Statement including shared area plans
□ Copy of final Survey Plans - Volumetric
□ Copies of any agreements to be entered into at 1st meeting
□ Copies of any utility agreements to be entered into at first meeting (1st EGM)
□ Copies of any material to be sent to owners to establish utilities accounts and part of
notification to settle
□ Clear summary of each utility – what utility, provider, and contact details, how owners
can access account, which lots apply to each utility (including any outside scheme)
2 MONTHS PRIOR TO REGISTRATION
□ Name of company nominee who will represent the original owner of the volumetric
lots at the 1st meeting of the BMS
□ Mailing address of the original owner of the volumetric lots
1 MONTH PRIOR TO REGISTRATION
□ Additional resolutions to include at the 1st meeting of the BMS
□ Any special conditions required to be approved by the BMS Group at the 1st meeting
□ Any general rules required to be approved by the BMS Group at the 1st meeting
□ Any architectural guidelines to be approved by the BMS Group at the 1st meeting
□ Any insurance to be confirmed by the BMS Group at the 1st meeting
□ Contact details of proposed onsite Facilities Manager
□ Details of any BMS site management requirements i.e. waste management or other
general rules to be adopted

ABOUT SSKB

SSKB Group is the complete strata solution. Our expert developer consultants hand
over your new community to not only the highest rated strata teams, but the most
innovative. Find out what the SSKB ‘Positive Difference’ means to you.
Owners in your new development will have access to the following benefits:
▶
▶
▶
▶

Strata at the touch of a button, with the SSKB App
Exceptional levy arrears initiatives to proactively recover money for your community
Dedicated Owners help centre - Client Solutions
Access to an entire team of experts working for your community.

SSKB knows that strata living is more than just statutory compliance. Our
subsidiary companies specialise in protecting the value of your asset and saving you
money. Making SSKB a one-stop-shop for strata.
Silver Asset Services works with committees to save lot owners money through supply
and management of bulk utilities.
StarBMS offers a wide range of building management services (including maintenance
plans, insurance valuations, health and safety and more). They also provide expert facilities
management services.

COMMUNITY
MANAGEMENT

SSKB APP AND
ONLINE PORTAL

DEVELOPER
CONSULTING

PROCUREMENT
OPTIONS

The Complete
TERM DEPOSIT
PLATFORM

CLIENT SOLUTIONS

SOLUTION

COMPETITIVE
BANKING
OPTIONS

INSURANCE
SERVICES
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STARBMS
(FACILITIES
MANAGEMENT AND
CONSULTING)

ACCOUNTANTS
AND FINANCE
TEAM

SILVER ASSET
SERVICES
(UTILITIES)
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