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	Property acquisition checklist

	Property management guidelines for cemetery trusts


Purpose

This checklist is for use by cemetery trusts to ensure the proper processes are applied to the acquisition of land. 

All boards, chief executives, trusts and secretaries responsible for health portfolio public entities must ensure that all property transactions in which they are involved are carried out in accordance with whole of Victorian Government and Victorian Department of Health and Human Services policies, procedures and guidelines. 

The actual process is tailored for each individual project depending on project requirements. Please speak to the Cemetery Sector Governance Support program in the initial stages of the process.

There are separate processes to follow if the land is Crown land –see Victorian Government Strategic Land Assessment Policy and Guidelines.
Trusts must ensure that they are fully informed of the status and attributes of the land prior to submitting a business case to DHHS.

Note: Land owners are not to be approached prior to undertaking due diligence.
Project details 

	Cemetery trust name
	
	

	Project objective
	To acquire property/land to meet service delivery requirements 
	

	Contact for project management
	
	

	Property address
	
	

	Legal description 
	Volume
	Folio

	Land area
	Ha
	

	Current owner
	
	

	Legislative provisions authorising transaction
	Cemeteries and Crematoria Act 2003
	Section 30 Cemetery trust may purchase or acquire land for cemetery


Land must be acquired in accordance with the Victorian Government land transactions policy and guidelines. 

Due diligence 

	Project Task 
	Required
	Details
	Action 

	Survey check against title documents 
	Yes
	Survey property boundaries and ensure any rights/restrictions are recorded in the title documents eg easements, encumbrances, essential service infrastructure
Please note that for freehold land a Certificate of Title is necessary

It is recommended that a re-establishment survey of the parcel of land is undertaken to mark the boundaries (the Office of Surveyor-General can provide assistance with this)
	

	Building condition
	Yes/No
	Eg needs immediate repair, recently renovated
	

	Contamination assessment
	Yes
	Eg hazardous materials used in building/dumped, pollution in water, debris in soil
Where contamination is present, outline remediation strategy
	

	Services/amenities available and works required 
	Yes
	Eg water, gas, electricity, phones, mains sewer present and/or in need of relocation, removal, establishment; also drains, paths, retaining walls, fences
	

	Land capability assessment/ geotechnical survey
	Yes
	Cleared or bush land, dense vegetation
Flood plain, drainage, groundwater level
Terrain, topography, flat or undulating 

Soil type, rocky, sandy –impact on grave digging and backfill
Consider seasonal changes that may affect water levels or vegetation
	

	Town planning assessment 

(Check local Planning Scheme for restrictions)
	Yes
	Current zone and restrictions eg Farming
Overlays and restrictions eg Heritage, Environmental Significance, Vegetation Protection
Permit required Yes/No
Rezoning required (cemeteries and crematoria must be on land zoned as Public Use Zone 5)  Yes/No
Check Plan Melbourne 2017-2050 and associated Regional Growth Plans


	

	Heritage assessment
	Yes
	Listed on Vic Heritage Register Yes/No
Local heritage overlay Yes/No
Conservation management plan required Yes/No
Cultural heritage management plan required Yes/No
	

	Aboriginal significance
	Yes
	Native Title Yes/No
Aboriginal cultural sensitivity Yes/No
	

	Pest inspection 
	Yes/No
	
	

	Potential works (note consultant, cost and timeline for completion) 
	Yes
	Demolition

Road resurfacing, carpark

Fencing/screening

Earthworks

Shed

Rainwater tank

Paths

Kerbs

Drainage

Soil reconditioning 

Other
	

	Lease/licence
	Yes/No
	Lease type

Term

Date cancelled 
	

	Surrounding Land assessment
	Yes
	Eg type of property, likelihood of development
	

	Existing cemetery/ financial capacity
	Yes
	· Land held by trust is insufficient for future demand (provide evidence)

· Evidence of ongoing community demand ( growth statistics, burial vs cremation trends, land purchase will meet community needs for X years)
· Relationship to availability of services from other local cemeteries and potential impact of proposal 

· Trust has sufficient funds to purchase the land (assets)

· Trust has ability to manage a new cemetery site

· Cost benefit analysis on investment (purchase cost vs. future income stream, potential plot numbers). The Cemetery Land Development Costing Model can assist the trust to derive a ‘raw’ plot price which will inform the cost benefit analysis
· Impact upon existing fee structure due to expenditure of funds
	

	Community
	
	· Community benefits eg increased open space, new pedestrian pathways
· Likelihood of negative community feedback to the proposed cemetery

· Type of community consultation the trust proposes to engage in

· Council feedback to proposal
	

	Other due diligence 
	Yes/No
	
	

	Prepare business case for DHHS
	Yes
	Use the program’s template and the information gathered using this checklist to write a business case.
	


Government requirements

	Project Task 
	Required
	Details
	Action 

	Approval/authority
	Yes
	Ministerial/Secretary/board
	Date



	Valuation 
	Yes
	Valuer General to undertake valuation of identified parcel of land
NB Purchase of land must not exceed current market value
	Valuation date

Valuation amount 



	Check valuation (required above $750,000 excluding GST)
	Yes/No
	Valuer
	Valuation date

Valuation amount 



	Government Land Monitor (required above $750,000 excluding GST)
	Yes/No
	Online submission for VGLM approval
Approval
	Date

Date

	Contract publishing system
	Yes/No
	Contracts above $100,000, full disclosure of contracts above $10 million
	


Transaction requirements

	Project task 
	Details
	Action 

	Legal engagement
	Firm

Legal Fee

Contract finalised 
	$

Date

	Negotiation
	Price agreement reached

Agreed purchase price 
	$

	Contracts signed
	Date contract executed

Deposit cheques raised/funds remitted to legal firm
	Settlement date


Settlement requirements

	Project task 
	Details
	Action 

	Settlement details
	Settlement advice (adjustments, etc.)

Raise settlement cheques/funds remitted to legal firm

Settlement advice (occurred)
	

	Settlement deferred
	Penalty interest rate

Amount

New settlement date

Default notice issued
	

	Crown land reservation 
	Gazettal plan required

Type of reservation 

Permanent/temporary

Request date to DELWP

Gazette notification

Reserve number

Governor in Council public cemetery declaration 
	

	Assessment management records
	Update asset register

Add minimum dataset 
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