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HOW TO PREPARE A SECTION 206 DISCLOSURE 

STATEMENT FOR A DUPLEX 

These instructions are intended for those duplexes that DO NOT have active body 

corporate management. Be aware that some do. 

An inactive body corporate will be characterised by a lack of levy payments and bank 

accounts. Usually the two lot owners agree to pay for everything relating to the joint 

property equally. This mostly manifests itself as a shared insurance payment. 

If the body corporate is inactive then it is easy for the lot owner to prepare the section 

206 disclosure statement themselves. 

NOTE: It may be necessary to obtain a copy of the Community Management Statement 

to complete fully. 

INSTRUCTIONS 

STEP ONE: OBTAIN A SECTION 206 DISCLOSURE STATEMENT FORM 

Most real estate agents have access to blank contract documentation forms. Ask them to 

print you out a copy. 

STEP TWO: COMPLETE THE FORM AS BELOW WORKING FROM TOP TO BOTTOM 

NOTE: DISCLOSURE STATEMENTS MAY BE HAND WRITTEN CLEARLY 

BODY CORPORATE: Enter the name and CTS number of the body corporate. Both the 

name and number are shown in the CMS 

Source Document – Extract CMS 
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LOT NO.: Enter the lot number and the plan number. This information is available on the 

title search or again in the CMS. 

ADDRESS: Enter the address of the building as a whole where the lot is being sold – eg 

if 1/15 Smith Street is being sold the address would be “15 Smith Street” 

 

If you don’t have a copy of the CMS then the title search will show the CTS number of 

the body corporate. Try to find out the name by maybe phoning the titles office and 

asking or alternatively obtaining a copy of the CMS. 

 

SECRETARY OF THE BODY CORPORATE: As the body corporate is not active there is no 

secretary. 

Enter the selling parties contact details here. If the purchaser or the purchaser’s agents 

have questions they may then contact the seller for answers.  

 

 

BODY CORPORATE MANAGER: There is no body corporate manager so enter NOT 

APPLICABLE 
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BODY CORPORATE COMMITTEE: Note that there is no committee for the body 

corporate and that a body corporate manager has not been appointed to act on behalf 

of the body corporate manager. 

 

 

ANNUAL CONTRIBUTIONS AND LEVIES: Note that NIL administrative and sinking fund 

levies are payable each year. 

Note that costs are shared rather than issuing levies. You may include the amount of the 

insurance premium and when it is paid up to if you desire though it is not necessary. 

NOTE: This section will look different from form to form. The important thing is to note 

that no levies are payable but that costs are shared jointly. 

 

 

INFORMATION PRESCRIBED UNDER REGULATION MODULE: Write NIL 

 

 

STEP THREE: SIGN THE FORM 

Sign the Seller / Sellers Agent section and date. Have someone, usually your agent, 

witness the signature. Be aware you are warranting the information is correct. 


