
 

 

 

 

 

 

 

 

 

 

  

 

 

    

  

 

 

 

  

  

 

 

 

 

ARROW  
 
BUILDING GROUP 

 

THE  

HANDOVER PROCESS 
Completion to  Key Collection 



 

1. BUILDING WORKS 
COMPLETED

2. NOTICE OF 
COMPLETION 

3. FIRST INSPECTION 

4. SECOND 
INSPECTION

5. FINAL PAYMENT 

6. HANDOVER
BUILDING WORKS COMPLETED 

Construction of your dream home is now complete. 
 
Your Building Surveyor has now completed their final inspection and issued the ‘Certificate of Occupancy’ to you.   

 

 DEFINITION 

‘Certificate of Occupancy’ signifies that a building surveyor is satisfied 

that the completed building work is suitable for occupation. 
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NOTICE OF COMPLETION  

We will issue you with a ‘Notice of Completion’ advising you that your home is now complete and ready for inspection. 
 
Your project coordinator will be in touch to arrange an appointment time for your first inspection.  We kindly ask you provide your 

project coordinator with the details of all people attending your first inspection. Anyone under the age of 18 will not be permitted on 

site. This is due to OH&S policies.  

CONTRACT SPOTLIGHT 

See Clause 36. ‘Final Inspection’ (Page 24) 
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FIRST INSPECTION  

Your first inspection gives you the opportunity to highlight any items you feel require further attention.  
 
If you are satisfied with completed building works and don’t believe there are any items that require our attention, you can sign off on 
your defect list, confirming all the works as per your build contract have been completed. If you sign off on your home at your first 
inspection you will no longer require a second inspection and can jump straight to Step 5. ‘Final Payment’.  
 
If there are items that require our attention, these will be reviewed by our construction team and rectified accordingly. Rectification 
works are typically completed within 5 business days. This timeline can sometimes change depending on the items highlighted.  
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SECOND INSPECTION  

Once all the items requiring our attention have been at tended to, you will be invited back to complete a second inspection.  
 
During your second inspection you will review the items that have been rectified. Now you are satisfied with completed building works 
and don’t believe there are any items that require our attention you will sign off on your home confirming all the works as per your 
build contract have been completed.   
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FINAL PAYMENT 

Along with your ‘Notice of Completion’ your Project Coordinator will issue you your Certificate of Occupancy and final invoice.  
 
If your home is funded through a financial institution, please kindly forward these documents to your lender/broker as soon as possible, 
so your final payment can be arranged. A few things to note when making your final payment; 
 

→ Most financial institutions require a valuation of the property prior to the final payment being released 

→ Generally, the valuation can take 2-5 business days to be arranged 

→ Once the valuation is complete, it can take approximately 5 business days for the funds to be released. 
 
Please ensure that you factor this time frame into your handover process. 
Final payments can be made either via direct deposit, cash or bank cheque. 
 
Direct deposit: 
If your final payment is made via direct deposit, please note that the funds must have cleared into  
Arrow Building Group’s account prior to collection of your handover pack and keys.  
 
Bank cheque or cash: 
If your final payment is made via bank cheque or cash, please bring the bank cheque or cash  
with you to our office upon collection of your handover pack and keys.  
Personal cheques will not be accepted. 
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HANDOVER 

Upon signing off on your home & final payment being received, your Project Coordinator will contact you to arrange an 
appointment to collect your keys.  
 
All handovers are completed at Arrow Building Group’s Office in Bayswater. 
 
WATER SERVICES 
Please note that water services are connected in the property owners name from the time of land settlement. You will not be 
required to complete a transfer or arrange a water account. 
 
GAS & ELECTRICITY ACCOUNTS 
Upon settlement of your home we will close the Gas and Electricity accounts. You will be required to organise connection of these 
services through your own provider. 
 
NBN 
Your new home includes NBN setup provisions as part of its standard inclusions to ensure your home is ready to connect with NBN 
when it becomes available in your area. For more information about these provisions please see attached ‘Getting NBN ready with 
Arrow Building Group’ brochure.  
 
Upon completion of your home, NBN will conduct an inspection of the infrastructure we have installed within the development  
to confirm it meets the necessary requirements. Upon approval of this inspection NBN will release the job to one of their 
 delivery partners to complete the infrastructure in the street to be able to service your development. It can take up to  
17 weeks for the delivery partner to complete these works. 
 
After handover, I will provide you with fortnightly updates on the progress of your NBN connection and NBN’s  
estimated service delivery date. 



 

FREQUENTLY ASKED QUESTIONS 

 
Will you advise me when my final payment has cleared? 
Once Arrow Building Group has received your final payment you will be contacted to arrange a time to collect your keys.  
 
Should we arrange our locks to be changed?  
Your handover pack contains brand new front entry and garage door keys. During construction we use a universal key for the development. Once your new key is inserted into the lock, the 
barrel will be triggered and will only be open by your new key. We will no longer be able to access your property with our universal key.  
 
How do I access the main meter box? 
Your electricity meter may be housed in a group meter box. This group meter box will be locked with a padlock. This padlock can be open with a universal key held by Electricity providers and 
certain electricians. Unfortunately, as builders we are unable to obtain a copy of this key. If you need to gain access to your electricity meter, we recommend you contact your chosen 
provider.  
 
When should I arrange my telecommunications connection? 
Once NBN has completed their service to your development, I will notify you via email. You will then be able to contact your telecommunications provider to arrange connections for your 
home phone, pay TV and internet.  
 
What is a new development charge? 
Your retail provider might advise you that you need to pay a new development charge. NBN applies this charge to the phone and internet provider that submits the first order for an NBN 
access network service in a new development. A telecommunications provider has the choice to on-charge this amount to the end user at their discretion. This development charge is $300 per 
premises in the development (Example: If there are 4 units in your development the development charge would be $1,200).  
 
Who is responsible for paying the new development charge? 
We recommend you contact your developer who arranged your telecommunication connection.  
 
When should I give notice to vacate my current property? 
Please kindly contact your Project Coordinator to discuss the completion timeline before giving notice to vacate.  
 
Who do I contact regarding any items that arise after handover? 
Please kindly contact our warranty team. They do request that all warranty items are sent through via email. Please ensure in this email you include; 

✓ The item (Photos of the item requiring rectification can be great in assisting us with your issues) 
✓ Your property address 
✓ Your contact details or; the tenants contact details (So we can arrange access to your property) 

 
The warranty team can also be reached on 8770 8342 
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