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Estate Care & Maintenance
Manual
The handover record for the estate — every common-area feature

documented, with how and when to care for it, and a signoff that

proves it was done.

E S TAT E

Sample Estate, Cape Town

H A N D O V E R

On completion

P R E P A R E D  F O R

The Body Corporate / HOA

P L A N  H O R I Z O N

10 years
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1 What this manual is

One document that captures every common-area feature, how to maintain it, and proof that it was maintained.

At handover, an estate is at its best — and that is exactly the moment to record it. This manual photographs and

describes every common-area feature, sets out the care schedule for each (what, how and how often), and pairs it

with a living signoff register. The body corporate signs to acknowledge receipt — closing the loop — and from then

on every act of maintenance is dated and evidenced. It is the estate's operating bible and its maintenance record in

one.

2 This estate at a glance

12
FEATURE AREAS

10-yr
CARE SCHEDULE

Signed
AT HANDOVER

Living
RECORD OVER TIME

3 Maintenance schedule (common areas)

FEATURE SPECIFICATION CARE TASK INTERVAL INDICATIVE COST

Pool safety fence Powder-coated steel

palisade

Inspect, treat rust,

repaint

Every 3 years R18,000

Swimming pool &

pump

Sand-filter pump;

marbelite surface

Service pump; reseal /

replaster

Pump annual ·

surface 7–10 yrs

R6,000/YR ·

R85,000

RESURFACE

Irrigation system Pop-up + drip, smart

controller

Test, clear heads,

service controller

Quarterly R3,500/VISIT

Common-area

lawn

Kikuyu turf; 3:1:5

fertiliser

Mow, feed, aerate Mow weekly · feed

seasonally

R4,200/MONTH

Perimeter fencing Galvanised palisade +

clearview

Inspect, treat, repaint Every 4 years R45,000

Automated gates Sliding-gate motors,

safety beams, batteries

Service motors &

beams; replace batteries

6-monthly R2,800/VISIT

Paving &

walkways

Interlocking pavers Re-sand joints, seal, lift

trip hazards

Every 2 years R22,000

Exterior paint

(clubhouse)

Premium exterior acrylic Wash & repaint Every 6–8 years R180,000

Roofs & gutters Concrete tile; torch-on

flat sections

Clear gutters; inspect

waterproofing

Gutters annual ·

waterproof 5 yrs

R7,500/YR

Common lighting

& electrics

LED bulkheads; DB

boards

Test, replace fittings,

CoC check

Annual R9,000
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FEATURE SPECIFICATION CARE TASK INTERVAL INDICATIVE COST

Landscaping &

trees

Indigenous beds;

established trees

Prune, treat, mulch,

replace

Seasonal R12,000/YR

Signage &

gatehouse

Aluminium signage;

guardhouse

Clean, repair, refinish Every 3 years R15,000

4 Feeds your 10-year plan & reserve fund

Feeds your 10-year plan & reserve fund

Each interval and cost above rolls straight into a 10-year maintenance, repair & replacement plan and tells the scheme how much to

set aside each year — turning a compliance obligation into a simple, costed calendar.

5 How the signoff works

Every feature has a row in the accompanying signoff register. When a task is done, it's dated, the contractor noted,

and a photo attached. Over time this builds an unbroken, time-stamped record of upkeep — the single most useful

thing to have if a defect or dispute ever arises, for either the developer or the body corporate.

6 Feature evidence (sample)

7 Handover acknowledgement

Handover acknowledgement

This manual is issued to the body corporate / HOA at handover, with a signed acknowledgement of receipt and of the maintenance

obligations it sets out — the record that completes the chain of responsibility.

Sample estate maintenance manual for demonstration; estate and figures are illustrative. This manual is a best-practice care guide:

maintenance methods and intervals are recommendations to be read together with the manufacturers' and installers' instructions, and

indicative costs must be confirmed against current quotes. It documents observable common-area features — it is not a structural,

electrical or engineering survey. It supports — and does not replace — any statutory maintenance, repair & replacement or reserve-fund

obligation applicable in the relevant jurisdiction. Prepared by AssetProof.
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Pool & safety fence

Surface, pump, fencing

[ photo ]

Common landscaping

Lawn type & irrigation

[ photo ]

Perimeter & gates

Fencing, motors, beams

[ photo ]

Clubhouse

Roof, paint, electrics
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