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Disclaimer

No person should rely on the contents of this publication without first obtaining advice from a qualified professional  
person. This publication is sold on the terms and understanding that (1) the authors, consultants and editors are not  
responsible for the results of any actions taken on the basis of information in this publication, nor for any error in or  
omission from this publication; and (2) the publisher is not engaged in rendering legal, accounting, professional or  
other advice or services. The publisher, and the authors, consultants and editors, expressly disclaim all and any liability  
and responsibility to any person, whether a purchaser or reader of this publication or not, in respect of anything, and of 
the consequences of anything, done or omitted to be done by any such person in reliance, whether wholly or partially, 
upon the whole or any part of the contents of this publication. Without limiting the generality of the above, no author,  
consultant or editor shall have any responsibility for any act or omission of any other author, consultant or editor.
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How to use this reference guide

This reference guide supplements the Body Corporate Law in QLD – Practice and Procedure book. The reference guide allows 
you to navigate to diagrams and flowcharts of particular interest and zoom in on them, as required.

To locate a diagram or flowchart, consult the table of contents on page 5 of this document. References in the table of con-
tents are to numbered paragraphs and page numbers in the printed book.

In the example shown below, “Flowchart No 2.4: CMS Notation” is on page 67 of the printed book, and the corresponding 
flowchart may be found at page 8 of this reference guide.
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page 26� ¶1-006

Flowchart No 1.1: Timeline of BC legislation developments
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page 31� ¶2-002

Flowchart No 2.1: Constitution of Community Title Scheme
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page 32� ¶2-002

Part 1 Example of basic scheme
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Part 2 Example of simple layered arrangement of schemes
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page 34� ¶2-002

Part 3 Example of more complex layered arrangement of schemes
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page 42� ¶2-002

Form 14: General Request
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page 49� ¶2-002

Part 4: Example of progressive subdivision for creating more lots in a scheme
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Part 5: Example of progressive subdivision for creating layered arrangement of schemes
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page 51� ¶2-002

Part 6: Example of creating layered arrangement of schemes by combining schemes
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Part 7: Management structure for basic scheme
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page 53� ¶2-002

Part 8: Management structure for layered arrangement
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page 58� ¶2-003

Flowchart No 2.2: Timeline for first AGM applicable to original owner
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page 61� ¶2-004

Flowchart No 2.3: CTS stakeholders
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page 67� ¶2-004

Flowchart No 2.4: CMS notation
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page 71� ¶2-004

Flowchart No 2.5: Requirements to give copy of new CMS
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page 77� ¶2-004

Flowchart No 2.6: Consent to record new CMS
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page 96� ¶2-005

Form 34: Extinguishment of Building Management Statement
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page 175� ¶2-009

Flowchart No 2.7: Sustainable Planning Act development application processes
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page 176� ¶2-009

Flowchart No 2.7: Sustainable Planning Act development application processes (Continued)
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page 177� ¶2-009

Flowchart No 2.7: Sustainable Planning Act development application processes (Continued)
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page 178� ¶2-009

Flowchart No 2.7: Sustainable Planning Act development application processes (Continued)
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page 179� ¶2-009

Flowchart No 2.7: Sustainable Planning Act development application processes (Continued)
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page 180� ¶2-009

Flowchart No 2.7: Sustainable Planning Act development application processes (Continued)
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page 186� ¶2-009

Flowchart No 2.8: Request to apply superseded planning scheme
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page 189� ¶2-009

Flowchart No 2.9: Compensation timeframe for adverse planning change
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page 205� ¶2-009

Name of referral agency and referral agency’s assessment period
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page 232� ¶2-009

Flowchart No 2.10: Planning Act development application process
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page 233� ¶2-009

Flowchart No 2.10: Planning Act development application process (Continued)
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page 234� ¶2-009

Flowchart No 2.10: Planning Act development application process (Continued)
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page 235� ¶2-009

Flowchart No 2.10: Planning Act development application process (Continued)
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page 236� ¶2-009

Flowchart No 2.10: Planning Act development application process (Continued)
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page 237� ¶2-009

Flowchart No 2.10: Planning Act development application process (Continued)
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page 239� ¶2-010

Flowchart No 2.11: Establishment of body corporate post development application process
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page 283� ¶4-002

Flowchart No 4.1: The body corporate committee
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page 300� ¶4-002

Flowchart No 4.2: Eligibility to be committee voting member
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page 305� ¶4-002

Flowchart No 4.3: Choosing committee for 2 and 3-lot scheme — when one individual  
owns all lots in scheme
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page 308� ¶4-003

Flowchart No 4.4: Committee Election scenarios
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page 312� ¶4-004

Flowchart No 4.5: Committee nomination timeframe
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page 319� ¶4-004

Sample Committee Nomination Form
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page 327� ¶4-005

Sample Ballot Paper (Committee Election by Secret Ballot)
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page 332� ¶4-005

Sample Ballot Paper (Committee Election by Open Ballot)
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page 344� ¶4-005

Flowchart No 4.6: Achieving a functional committee
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page 346� ¶4-006

Flowchart No 4.7: Choosing committee members at EGM
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page 357� ¶4-007

Flowchart No 4.8: Breach of code of conduct and removal of committee member



54� Diagrams and Flowcharts Reference Guide

� © 2021 CCH Australia Limited

page 362� ¶4-007

Flowchart No 4.9: Filling casual vacancies
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page 368� ¶4-008

Flowchart No 4.10: Restricted issues for committee
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page 408� ¶5-003

Flowchart No 5.1: Term of engagement and authorisation
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page 413� ¶5-003

Flowchart No 5.2: Service contractors (including Body Corporate Manager)
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page 427� ¶5-005

Flowchart No 5.3: Engagement of Body Corporate Manager under Chapter 3 Part 5
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page 428� ¶5-005

Flowchart No 5.3: Engagement of Body Corporate Manager under Chapter 3 Part 5 (Continued)
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page 431� ¶5-005

Sample Administration Report
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page 432� ¶5-005

Sample Administration Report (Continued)



62� Diagrams and Flowcharts Reference Guide

� © 2021 CCH Australia Limited

page 433� ¶5-005

Flowchart No 5.4: Reporting to body corporate under Ch 3 Pt 5 engagement
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page 449� ¶5-008

Flowchart No 5.5: Transferring engagements of service contractors and authorisations of letting agents



64� Diagrams and Flowcharts Reference Guide

� © 2021 CCH Australia Limited

page 451� ¶5-008

Flowchart No 5.6: Calculation of transfer fee
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page 452� ¶5-008

Flowchart No 5.7: Transferring of management rights (technical requirements)
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page 453� ¶5-008

Flowchart No 5.8: Transferring of management rights (sequence of events)
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page 457� ¶5-009

Flowchart No 5.9: Limitation on termination of financed contract
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page 473� ¶5-010

Flowchart No 5.10: Review of service contracts



Body Corporate Law in QLD 2nd ed� 69

� © 2021 CCH Australia Limited

page 484� ¶5-011

Flowchart No 5.11: Required transfer of letting agent’s management rights
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page 493� ¶5-012

Flowchart No 5.12: Termination of engagement and authorisation of Body Corporate  
Manager or service contractor
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page 510� ¶6-002

Sample Notice of Committee Meeting
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page 524� ¶6-002

Sample committee meeting motion authorising expenditure at a committee meeting
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page 538� ¶6-002

Flowchart No 6.1: Committee meetings
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page 539� ¶6-002

Flowchart No 6.1: Committee meetings (Continued)
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page 540� ¶6-002

Flowchart No 6.1: Committee meetings (Continued)
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page 547� ¶6-002

Flowchart No 6.2: Committee proxies
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 Sample Notice requesting an EGM
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page 559� ¶6-003

Sample Notice requesting an EGM (Continued)
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page 590� ¶6-003

Flowchart No 6.3: General meeting timeline



80� Diagrams and Flowcharts Reference Guide

� © 2021 CCH Australia Limited

page 592� ¶6-003

Flowchart No 6.4: Body corporate meetings
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page 595� ¶6-003

Flowchart No 6.5: Chairing general meeting
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page 613� ¶6-003

Flowchart No 6.6: Voting at general meetings
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page 624� ¶6-003

Flowchart No 6.7: Representative of subsidiary scheme
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page 631� ¶6-003

Flowchart No 6.8: Proxies at general meetings
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Sample returning officer instrument of appointment
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page 644� ¶6-003

Sample returning officer instrument of appointment (Continued)
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page 648� ¶6-003

Flowchart No 6.9: Secret ballot process conducted by returning officer



88� Diagrams and Flowcharts Reference Guide

� © 2021 CCH Australia Limited

page 649� ¶6-003

Flowchart No 6.9: Secret ballot process conducted by returning officer (Continued)
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page 650� ¶6-003

Flowchart No 6.10: Voting methods
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page 651� ¶6-003

Flowchart No 6.10: Voting methods (Continued)
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page 657� ¶6-003

Flowchart No 6.11: Requirements to pass a special resolution
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Flowchart No 6.12: Poll voting requirements
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page 670� ¶7-001

Flowchart No 7.1: Rights and responsibilities over common property
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page 675� ¶7-001

Flowchart No 7.2: Creating common property
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page 691� ¶7-002

Maintenance obligations of scheme registered under building format plan of subdivision



96� Diagrams and Flowcharts Reference Guide

� © 2021 CCH Australia Limited

page 692� ¶7-002

Maintenance obligations of scheme registered under building format plan of subdivision (Continued)
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page 693� ¶7-002

Maintenance obligations of scheme registered under building format plan of subdivision (Continued)
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page 694� ¶7-002

Maintenance obligations of scheme registered under building format plan of subdivision (Continued)
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General powers

Resolution
without
dissent

Special
resolution

grant or amend a lease or licence
for 3 years or less over all or part

of the common property.

(i) Sell or otherwise dispose of
part of the common property; or

(ii) grant or amend a lease or
licence for more than 3 years
over all or part of the common

property

s.184(2)(a)(i) and
(ii) SMR,

s.184(3)(a) SMR

s.184(2)(b) SMR,
s.184(3)(b) SMR
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page 767� ¶7-006

Flowchart No 7.3: Leasing/licensing/disposing of common property
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page 770� ¶7-006

Resolution requirements for acquisition of body corporate assets
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page 772� ¶7-006

Sale/disposal/lease of body corporate asset (freehold land or leasehold interests)

(a) sell or otherwise dispose of a body
corporate asset that is freehold land, or a

leasehold interest in freehold land; or
(b) grant or amend a lease of more than 3
years over a body corporate asset that is
freehold land, or another body corporate

asset capable of being leased.

grant or amend a lease of 3 years or
less over a body corporate asset that is

freehold land, or another body
corporate asset capable of being

leased.

Resolution
without
dissent

Special
resolution

s.190(a)
and (b)(i)

SMR

s.190(b)(ii)
SMR



Body Corporate Law in QLD 2nd ed� 103

� © 2021 CCH Australia Limited

page 773� ¶7-006

Sale/disposal/lease of body corporate asset (personal property)

Sell or otherwise dispose of a body corporate asset that
is personal property (excl. s.167(a) and (b) SMR) if asset

is more than the greater of:
(i) 1000;

(ii) an amount that is $200 x no. of lots in scheme.

Sell or otherwise dispose of a body corporate asset
that is personal property if asset is

less than the greater of:
(i) 1000;

(ii) an amount that is $200 x no. of lots in scheme.

Special
resolution

Ordinary
resolution

or c’tee res
s.190(c)

SMR

s.190(c) SMR
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Procedure to replace pontoon

BC obligation to
maintain common
property /assets

Ordinary resolution +
2 quotes

Replacement of
pontoon
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Procedure to dispose of pontoon

If pontoon is common
property - a resolution
to detach it makes it

an asset.

Special resolution
(for sale / disposal)

(s.190(c) SMR)
Disposal of pontoon
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page 777� ¶7-006

Flowchart No 7.4: Acquiring and disposing body corporate assets
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page 778� ¶7-006

Flowchart No 7.4: Acquiring and disposing body corporate assets (Continued)
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page 781� ¶7-007

Flowchart No 7.5: Common property easements
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page 791� ¶7-008

Flowchart No 7.6: Supply of services to lot owners by body corporate
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page 820� ¶7-009

Flowchart No 7.7: Improvement to common property
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page 821� ¶7-009

Flowchart No 7.8: Approval requirements for common property improvements
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page 822� ¶7-009

Flowchart No 7.8: Approval requirements for common property improvements (Continued)
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page 829� ¶7-009

Flowchart No 7.9: Common property with grant of exclusive use
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Access in layered scheme

Lot 1 Lot 2 Lot 3 Scheme A

C
om

m
on

pr
op

er
ty

Lot 1

Lot 1 Lot 2

Lot 2
Subsidiary Scheme

C
om

m
on

pr
op

er
ty

Scheme land that is not a CTS

CP EU
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page 858� ¶8-001

Flowchart No 8.1: By-law requirements (other than for exclusive use by-law)
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page 891� ¶8-002

Flowchart No 8.2: Exclusive use by-laws
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Flowchart No 8.3: By-law contravention
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Flowchart No 9.1: Budgets
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page 977� ¶9-004

Flowchart No 9.2: Determining financial year start date for CTS
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page 982� ¶9-004

Flowchart No 9.3: Administrative Fund and Sinking Fund
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Flowchart No 9.4: Adjusting proposed budgets at AGM
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page 995� ¶9-005

Interim contributions
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page 996� ¶9-005

Flowchart No 9.5: Rationale for interim contributions
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Power to borrow

For a borrowed amount less than an amount
worked out by multiplying the number of lots
included in the scheme by $250.

For a borrowed amount equal to or greater than
an amount worked out by multiplying the
number of lots included in the scheme by $250.

Ordinary
resolution s.150(1) SM

s.150(2) SM
Resolution

without
dissent
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Contributions in schemes with a layered arrangement

Lot 1 Lot 2

Lot 1 Lot 2

Lot 3 Scheme A

Scheme B

Scheme B AF budget must also include an estimate of the total
amount the BC may reasonably be expected to be required to
contribute to the AF, SF or other required fund for Scheme A.

C
om

m
on

pr
op

er
ty

C
om

m
on

pr
op

er
ty
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Priority of the application of payments made

1st

s.145(5)(a) SM

Towards the penalty

In reduction of the outstanding contribution or instalment

Towards any recovery costs for the debt

s.145(5)(b) SM

s.145(5)(c) SM

2nd

3rd
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page 1025� ¶9-005

Flowchart No 9.6: Relationship between budgets, contributions and debt recovery processes
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page 1033� ¶9-005

Flowchart No 9.7: Contributions
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page 1069� ¶9-006

Flowchart No 9.8: Debt recovery
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page 1070� ¶9-006

Flowchart No 9.8: Debt recovery (Continued)
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page 1075� ¶9-007

Flowchart No 9.9: Control of spending
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page 1095� ¶9-007

Flowchart No 9.10: Spending
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Body corporate for sample scheme CTS 12345
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page 1098� ¶9-007

Body corporate for sample scheme CTS 12345 (Continued)
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page 1099� ¶9-007

Flowchart No 9.11: Quote request and Work Order processes
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page 1106� ¶9-008

Flowchart No 9.12: Auditing
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page 1125� ¶10-010

Flowchart No 10.1: Disclosing insurance details at an AGM
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page 1135� ¶10-011

Flowchart No 10.2: Use of insurance money not paid under voluntary insurance scheme
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page 1136� ¶10-011

Flowchart No 10.3: Insurance
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page 1137� ¶10-011

Flowchart No 10.3: Insurance (Continued)
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page 1173� ¶11-004

Flowchart No 11.1: Access to body corporate records and request for information
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page 1247� ¶12-007

Flowchart No 12.1: Conciliation
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page 1271� ¶12-010

Flowchart No 12.2: Adjudication time limit
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page 1314� ¶12-011

Flowchart No 12.3: Applying for an interim order
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page 1317� ¶12-011

Flowchart No 12.4: Adjudication



146� Diagrams and Flowcharts Reference Guide

� © 2021 CCH Australia Limited

page 1318� ¶12-011

Flowchart No 12.4: Adjudication (Continued)


