Action sheet: preparing for an owners corporation general meeting
	Item
	Person responsible
	Issues
	Deadline
	Complete

	Prepare agenda
	
	
	
	

	Prepare and send notice and proxy forms, and covering letter if required 
	
	
	
	

	Buy a common seal
	
	
	
	

	Get copies of planning and building permits from Council
	
	
	
	

	Get a copy of the plan of subdivision from Land Victoria
	
	
	
	

	Get quotes for insurance
	
	
	
	

	Get an ABN and TFN for the owners corporation
	
	
	
	

	Get books or computer for owners corporation records
	
	
	
	

	Prepare voting cards if required
	
	
	
	

	Get quotes on letter box if required
	
	
	
	

	Inspect the common property for maintenance issues
	
	
	
	

	Draft instruments of delegation if required
	
	
	
	

	Covering letter with notice
	
	
	
	


More information is available in the Owners corporations section of the Consumer Affairs Victoria website (consumer.vic.gov.au/ownerscorp).
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