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Building fire safety handover
Use one copy per building. Start the record during installation, update it after inspections and alterations, and issue a dated copy when the building or its management changes hands.
	Field
	Project entry

	Building and address
	 

	Project reference and scope
	Include blocks, floors and shared areas covered.

	Handover event and date
	 

	Issue and prepared by
	 

	Owner or client contact
	 

	Private project folder
	Enter the owner-controlled folder link and dated export location.


People and areas of responsibility
	Role
	Name, organisation and contact
	Area covered and UK address for notices

	Responsible person
	 
	 

	Other responsible person
	 
	 

	Accountable person if applicable
	 
	 

	Outgoing managing agent
	 
	 

	Incoming managing agent
	 
	 


Record who holds each role at the transfer date. If the responsible person changes, Article 22A requires the outgoing responsible person to give their successor the relevant fire safety information they hold.
Reference for England • Building Safety Act 2022, section 156
www.legislation.gov.uk/ukpga/2022/30/section/156


Building evidence index
Add a row for each file. Enter its reference, revision or date and a link or export path. Mark each entry received, outstanding or inapplicable and explain any exception. Give outstanding items an action number.
	Record
	File reference and location
	Status or action

	Fire risk assessments and reviews, including names of assessors
	 
	 

	Fire strategy, evacuation arrangements and resident information issued
	 
	 

	As-built plans and compartment lines
	 
	 

	Building control fire safety handover information (Regulation 38), where applicable
	 
	 

	Fire door register and inspection history
	 
	 

	Fire stopping, penetration seals and collar records
	 
	 

	Fixing schedules, approved details and installation records
	 
	 

	Smoke control and automatic opening vent test records
	 
	 

	Dry or wet riser inspection and test records
	 
	 

	Alarm, emergency lighting and suppression commissioning or service records
	 
	 

	Maintenance history, contractors and contact details
	 
	 

	Alterations, defects and evidence of completed repairs
	 
	 




Fixings register
Copy this sheet for each fixing type and location. For repeated fixings, identify the extent on a marked-up drawing and record any exceptions separately.
Include sole plate anchors, panel and spline screws, header and closure fixings, joist hangers, brackets, and fixings for fire collars or other fire protection. Cross-reference the collar record where applicable.
	Field
	Project entry

	Fixing record ID and location
	Building, level, grid, room or panel ID and drawing mark-up.

	Connection and substrate
	What is fixed to what? Record the supporting material and thickness.

	Specified fixing
	Manufacturer, product code, material or coating, diameter and length.

	Design reference and status
	Designer or manufacturer detail, revision and acceptance reference. Mark pending details as awaiting confirmation.

	Specified installation
	Quantity, pattern, centres, edge distances, embedment and torque where specified.

	Fixing actually installed
	Product code, size, quantity and batch or delivery reference.

	Installation check
	Record measured or verified details, method and any required test reference.

	Evidence before covering
	Dated photograph IDs, marked-up drawing and test record link.

	Installer and installation date
	 

	Checker, date and outcome
	 

	Deviation or open action
	Record location, action ID, decision-maker and written disposition.




Fire collar installation record
Use one record per penetration. Identify the location on the as-built drawing and link the fixing record and photographs to the same penetration ID.
	Field
	Project entry

	Penetration ID and location
	Building, floor, room, grid and wall or floor reference.

	Supporting construction
	Identify the actual IPS panel or other assembly, board layers, core and overall thickness.

	Service passing through
	Pipe material, measured outside diameter, insulation and opening dimensions.

	Required fire performance
	Enter the project requirement and fire strategy or schedule reference.

	Selected collar and detail
	Manufacturer, product code, size, detail reference and revision covering the proposed arrangement.

	Installation as built
	Record collar position and face(s), seal material, gap and any backing used.

	Collar fixings
	Fixing record ID, substrate, product, size, number installed and positions.

	Photographs and drawing
	Identify each image, face shown, date and marked-up drawing reference.

	Installer and date
	 

	Inspection and outcome
	Checker, date, result and open action ID if applicable.




Actions and transfer receipt
Record each missing file, defect or unresolved fixing detail. Give it a named owner and due date. Keep the closure evidence with the project copy.
	ID and location
	Issue and next action
	Owner and due date
	Closed by, date and evidence

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


Transfer checks
	Field
	Project entry

	Pack issued
	Record issue date, revision, export filename and recipient.

	Access and export checked
	Recipient to open the index, a linked drawing and an installation photo from the exported pack. Record result and date.

	Records outstanding
	List open action IDs, who will follow up and the next review date.

	Owner access confirmed
	Name, contact and date checked.


Handover acknowledgement
The outgoing contact records what was issued. The receiving contact acknowledges receipt of that issue and the listed outstanding actions.
	Role
	Name and organisation
	Signature and date

	Issued by
	 
	 

	Received by
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