NOTICE OF TERMINATION OF BODY CORPORATE MANAGEMENT AGREEMENT
Date: [Insert Date: DD/MM/YYYY]
To: [Current Management Company Name] 
Attention: [Name of Account Manager/Director] 
By Email: [Insert Email Address] 
By Post: [Insert Physical Address]

RE: TERMINATION OF MANAGEMENT AGREEMENT –
BODY CORPORATE [Insert BC Number] 
PROPERTY: [Insert Property Address]

Dear [Name of Account Manager],
1. Formal Notice of Termination Please accept this letter as formal written notice to terminate the Body Corporate Management Agreement between [Current Management Company Name] and Body Corporate [Number].
Pursuant to Clause [Insert Clause Number] of our management agreement, we are providing the required [Insert Number, e.g., 3] months’ notice. Therefore, the effective date of termination will be [Insert Termination Date].
2. Authority to Transition The Body Corporate has appointed Royce Body Corporate as our new manager, effective from [Insert Start Date]. We authorise you to disclose information and coordinate directly with them to ensure a seamless transition of services.
3. Handover of Records & Assets In accordance with the Unit Titles Act 2010, the Unit Titles Regulations 2011, and our service agreement, we request that all Body Corporate records, funds, and assets be prepared for collection or transfer.
Please arrange for the following items to be transferred to Royce Body Corporate by [Insert Termination Date]:
· Financials: All bank authority transfers, trust account funds, and final financial reconciliation.
· Statutory Records: The full Register of Owners, mortgagees, and contact details.
· Meeting Records: Minutes of all General and Committee meetings (minimum past 7 years) and all associated resolutions.
· Contracts & Compliance: All active service contracts, warranties, Building Warrant of Fitness (BWOF) documents, and compliance schedules.
· Insurance: Current policy schedules, valuations, and full claims history.
· Access: All keys, swipe cards, garage remotes, and alarm/security codes held in your possession.
· Digital Assets: Any digital files, correspondence archives, and login credentials for building systems.
4. New Management Contact Details Our new management team is ready to assist with the handover process immediately.
· Incoming Manager: Royce Body Corporate
· Attention: Cyrus Mehta / Edward Love
· Email: cyrus@roycebc.co.nz / edward@roycebc.co.nz
· Phone: 09 200 4080 (Auckland) | 04 333 2962 (Wellington) | 03 220 0740 (Christchurch)
We expect a professional and cooperative transition to ensure the smooth operation of the Body Corporate is not disrupted. Please acknowledge receipt of this notice in writing by [Insert Date 5 days from now].
Yours sincerely,

[Name of Chairperson/Committee Member] Chairperson / Committee Member On behalf of Body Corporate [Number]

