
 

 
 

 

 

MONARC Apartments 74 Queens Road Melbourne VIC 3004 

WELCOME 
TO 

MONARC 

Welcome to Monarc Apartments! We are 

delighted to have you as part of our 

community. Our prime location, situated 

opposite Albert Park and Albert Park 

Lake, along with the renowned GP track, 

offers a wonderful living experience. 

At Monarc Apartments, we strive to 

maintain a friendly and welcoming 

atmosphere. We kindly request that all 

residents adhere to the rules and 

procedures set by the Owners' 

Corporation. These guidelines are in place 

to ensure a harmonious and enjoyable 

living environment for everyone. 

Your safety and well-being are of utmost 

importance to us. We take great pride in 

providing assistance whenever needed 

and ensuring that your stay at Monarc 

Apartments is comfortable and secure. 

We encourage you to approach our staff 

with any concerns or queries you may 

have. 

To make your transition into our 

community smooth and hassle-free, we 

have prepared a comprehensive booklet 

that  contains  all 

information 
important 

procedures, 

you will 

details 

the necessary 
need. It covers 

about move-in 

amenities,  facilities,  and 

general guidelines. We hope this booklet 

will be a valuable resource throughout 

your stay at Monarc Apartments. 

Even if you eventually decide to move out 

from Monarc Apartments, we hope that 

your time here will be filled with pleasant 

memories and experiences that you will 

cherish. 

Once again, we extend a warm welcome 

to Monarc Apartments. Should you have 

any further questions or require 

assistance, please do not hesitate to 

reach out to us. 
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IMPORTANT INFORMATION FOR RESIDENTS 

 
 

We are pleased to welcome you to the Monarc apartment complex. Monarc is renowned as 

one of the finest apartment complexes to reside in, situated opposite Albert Park and Albert 

Park Lake. 

The Monarc apartment complex encompasses thirteen floors, including the ground floor, 

featuring a total of 227 apartments and 214 car parking spaces spanning from B1 to B3. The 

ground floor accommodates six apartments, while Floors 1 to 7 share a similar layout and 

comprise a combined total of 140 apartments. The 8th floor houses 18 apartments, and Floors 

9 to 12 share a similar layout with a total of 63 apartments. 

 

Residents on Floors 1 to 6 have access to storage spaces on their respective floors. Some 

residents also have storage cages in B3. For the location of storage cages and to determine if 

your apartment has one, please refer to page numbers 17 to 22 and 25. 

To locate your assigned car parking bay in the B1 to B3 car parking area, please refer to the 

floor plans on page numbers 23 to 25. Each car parking bay number corresponds to the 

apartment number. 

 

On each floor, you will find general waste and recycling bin chutes. These bin chutes are 

located to the right of the elevator, toward the far end of the floor. 

We strive to maintain the complex to the highest standards and take great pride in our work. 

We kindly request the assistance of all residents in maintaining these high standards. We have 

been fortunate to receive the support of all current residents, and we hope that you will also 

contribute to this effort. The information provided in this booklet aims to facilitate a smooth 

moving-in process and help you settle comfortably into your new home. Should you require 

any assistance, please feel free to contact us via email or phone. However, kindly note that 

non-emergency matters should not be addressed after office hours. 

Attached to the end of this information booklet, you will find the Owners' Corporation Rules, 

Apartment Key Order Form, Apartment Lock Change Form, and Fob and Remote Order 

Form. Apartment owners are eligible to submit completed forms directly to the facility 

manager's office by person or via email (bm@monarcapartments.com.au). Tenants must 

submit the relevant forms through their respective real estate agents, and only the agents 

are authorised to complete the forms (please refer to page numbers 28 to 30). 

If you are an owner or real estate agent, please refrain from completing the authorisation 

section at the bottom of the forms. Authorisation will be granted by the facility manager or 

an authorised staff member. This will apply to all request forms. 

After receiving the relevant order form, the facility manager will be authorised to process the 

order and forward the form to the Owners Corporation for invoicing. Once the invoice is 

paid, the Owners Corporation will advise the facility manager to issue the ordered items. The 

ordered items can be collected from the Facility Manager’s office during office hours. This 

will apply to fob and car park remote control orders only. 

For apartment keys and apartment lock changes, the same process will be followed except 

for invoicing and delivery. Invoicing will be handled by Omega Security, and after receiving 

the payment, they will post the items to the person whose details are provided in the request 

form. 

 

mailto:bm@monarcapartments.com.au
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Residents can access the complex via Queens Road and Queens Lane. Queens Road serves 

as the main entrance, while Queens Lane functions as the rear entrance. The car park 

entrance for residents, as well as the loading dock, are both situated at Queens Lane. 
 

 

Main entrance from Queens Road Rear entrance from Queens Lane 

 

 

 

 

 

Car park entry from Queens Lane Loading dock entry from Queens Lane 

 

 

 

Facility Management 

 

The Facility Manager at Monarc Apartments is Ramesh Veerasingam, who is responsible for 

overseeing the day-to-day operations of the complex. 

 

Ramesh can be contacted at 0461 389 789 or bm@monarcapartments.com.au Please note 

that he is available to be contacted on the mobile number after office hours, only for 

emergencies. It's important to mention that the management does not reside onsite. 

mailto:bm@monarcapartments.com.au
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Staffing Hours: 

Monday to Friday 7:30 am - 4:00 pm – Facility Manager and 4.00 pm to 8.00 pm – Building 

assistant. 

• Weekends – 8.00 am to 2.00 pm – Building assistant.

• Public holidays – 8.00 am to 12.00 noon – Support staff.

Move In / Out 

Please ensure that the Residents' Information Form (please refer to page 26) is completed and 

sent to us before your move-in day. Lift bookings will be approved only after the facility 

manager's office receives the completed form. This information is crucial in case of 

emergencies or when we need to contact or notify you regarding community activities. 

Additionally, if you are using a removalist service, please ensure that they email us the 

Certificate of Currency for Public Liability Insurance before the moving-in/out day. It is required 

to book the move-in/out of the building through the MYBOS portal at least 48 hours prior to the 

move. Once booked, one elevator and a loading bay will be allocated for your use during 

the designated move-in/out period. However, if you are not using a removalist service, the 

Certificate of Currency for Public Liability Insurance is not necessary, but you are liable for 

damages. 

Please note that residents are only allowed to move-in/out between 9:00 am and 3:00 pm on 

weekdays and between 9:00 am and 1:00 pm on weekends. The move-in/out must be 

scheduled within two-hour time slots, and only one resident is permitted to use the allocated 

time. Please be aware that no move-in/out is permitted on public holidays. 

The booking times for moving in / out are as follows. 

Weekdays: 9.00 am -11.00 am, 11.00 am - 01.00 pm, 01.00 pm - 03.00 pm 

Weekends: 9.00am -11.00am, 11.00am -01.00pm 

Public Holidays: no move-in/out will be permissible. 

Lift Car Dimensions 

• Internal car size - 1,450mm (1.45m) wide x 2,220mm (2.22m) deep x 2,400 (2.4m) high

• Door opening 1,100mm (1.10m) wide x 2,100mm (2.10m) high.

MYBOS is a Building and Facilities Management application utilised at Monarc to enhance the 

service provided to our residents by offering improved convenience and security. As a new 

resident, you are required to use the link provided below to access the community features 

and make bookings for move-in/outs, lift bookings for deliveries, visitor parking bays, and the 

residents' lounge. 

Link: https://app.mybos.com 

Username: monarcresident 

Password: Monarcresident 

Through the MYBOS platform, you can conveniently manage these bookings and avail yourself 

of the various community features. 



4  

Access to the loading dock. 

 

Not all residents have fob access to open 

the loading dock gate from Queen's Lane. 

To open the loading dock gate, residents 

must press the black exit button located 

inside the loading dock. Only residents who 

utilise the loading dock bicycle storage area 

have fob access to the loading dock gate 

from Queen's Lane. During move-in/out 

processes, residents should follow the 

instructions mentioned above to open the 

loading dock gate and allow access to the 

loading/unloading vehicle. 

 

 

Connecting Utilities & Services (Gas, Water & Electricity) 

At the Monarc Apartment Complex, residents are responsible for their utilities, including 

electricity, water, and gas usage for hot water. It is essential to arrange for utility accounts to 

be registered under your name upon moving in. 

 

Electricity: For electricity services, contact Winenergy at 1300 791 970 between 8:00 am and 

6:00 pm, Monday to Friday. The electricity meters are located inside the service room in the 

hallway, outside the apartment. Technicians or meter readers will have access to the service 

rooms. Please note that the management is not authorised to switch the electric breakers on 

or off. 

 

Water: Contact South-East Water on 13 18 51 between 8:00 am and 6:00 pm, Monday to Friday, 

for water services. Water meters are located inside the water meter cupboards in the hallway, 

outside the apartment, and some may be inside the service room. Technicians or meter 

readers will have access to the service rooms. Alternatively, building management can 

provide access as well. 

 

Gas for Hot Water: Contact Origin Energy at 1800 684 993 between 8:00 am and 6:00 pm, 

Monday to Friday, for hot water gas services. The hot water meters and valves are situated 

above the apartment door, inside the ceiling hatch, outside the apartment. 

 

Gas for Cooking: Gas for cooking is provided by the Owners' Corporation. 

Telephone & Internet: There is no preferred internet provider at the complex. Telstra is a popular 

option, but there are other providers available, some of which may offer competitive rates. 

Contact telephone and internet service providers to have your connections set up. The service 

provider may require access to the Main Distribution Frame (MDF) room to facilitate the 

connections. The building management can provide access to the MDF room during office 

hours. 

 

Emergency Contact Details: Emergency contact details are displayed on the TV monitor 

opposite the lifts on the Ground Level and also inside the lifts. 

 

Smoking: Smoking is prohibited inside the building and within the premises of the building. 

However, residents are allowed to smoke on their apartment balconies. It is important to ensure 

that smoke does not permeate from under the doors and spread through the corridors, as this 

could trigger the main fire panel. 
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Mail: 

 

To ensure that your mail is delivered correctly, please direct it as follows: [ example: Ramesh 

Veerasingam (Your name) Monarc Apartments, 322(Your apartment No) / 74 Queens Road, 

VIC 3004.]. 

 

The mailroom is conveniently located adjacent to the main entrance of the complex. You can 

access the mailroom from either the outside or inside of the complex via Queens Road. 
 

Parcels: 

Please be aware that we offer a courtesy service for collecting and storing parcels and 

packages. However, it's important to note that the management is not responsible for any loss 

or damage to goods. You can retrieve your packages during staff working hours. 

 

Parcels or Packages will be held in the lounge area until 8:00 p.m. on weekdays and 2:00 p.m. 

on weekends. Outside of these designated times, Parcels/packages will be stored in the office. 

Please note that parcels/packages kept in the office can only be collected during staffing 

hours. You will receive parcel/package collection notifications through the MYBOS portal 

during staffing hours. We provide this service for your convenience, and you are welcome to 

utilise it. 

For large or heavy packages, they will be left in the lounge area. Alternatively, you can 

arrange to collect these parcels from the post office located at 509 St Kilda Road. 

 

Pets: 

Monarc is a pet-friendly community and we happily welcome your furry friends. However, it's 

important to be considerate of other residents who may not be comfortable around pets. To 

ensure a harmonious and comfortable environment for all residents and pets, we have 

established a set of rules that must be followed: 

 

• Pets must be kept on a leash or restrained (or carried) at all times within the complex. 

This includes grass areas, corridors, and the car park. Essentially, pets should be properly 

supervised anywhere within the complex except for your apartment. 

 

• Pets should not cause disturbance to other residents through excessive noise. 

• It is the responsibility of pet owners to promptly clean up and dispose of any pet 

droppings or soiling on the common property. This includes areas such as lifts, lobbies, 

corridors, lawns, and other shared spaces. Additionally, please ensure that the 

affected area is appropriately cleaned. 

 

By adhering to these guidelines, we can maintain a pleasant environment for all residents and 

their pets within the community. 
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Repairs and Maintenance: 

 
The Owners' Corporation is responsible for the repair and maintenance of the common 

property, which includes the outer boundary of your apartment and all common areas. If you 

have a maintenance issue regarding the common property, please report it to the 

management or send an email to bm@monarcapartments.com.au They will assist you in 

addressing the matter promptly and efficiently. 

 

Renovations: 

Residents who wish to undertake renovations in their apartments must obtain prior approval 

from the facility manager. It is important to seek approval before proceeding with any 

renovations or repairs, as these can have an impact on other apartment owners, including the 

common property. By obtaining approval, residents can ensure that their renovations align 

with the guidelines and regulations in place, promoting a harmonious living environment for all 

residents. 

 

 

 

Visitor Parking: 

Visitors and residents are required to make 

prior bookings to park in the designated 

Visitor Parking spaces. Please ensure that you 

book a visitor parking bay through the 

MYBOS platform when needed. The Visitor 

Parking spaces are in the Loading dock 

area, which can be accessed from Queens 

Lane. 

 

 

 

 

 

 

The entrance to the complex features three 

designated drop-off/pick-up spots as well as 

a parking spot specifically designated for 

rideshare car (Goget car). 

Please note that the maximum allowable 

duration for using the drop-off/pick-up spots 

is 10 minutes. Any vehicle parked beyond 

this time limit will be subject to towing at the 

owner's expense. Please be aware that fees 

will apply for any towing services rendered. 

It's important to adhere to the time limit to 

ensure the smooth flow of traffic and convenience for all residents. 

Kindly note that the entrance drop-off/pick-up spots cannot be booked via the MYBOS 

platform. They are available on a first-come, first-served basis for the convenience of all 

residents and visitors. 

mailto:bm@monarcapartments.com.au
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Emergency Keys: 

 

The management does not possess master keys for apartments. If you are locked out of your 

apartment, please follow the appropriate procedure: 

 

• If you are a tenant, please contact your real estate agent for assistance with gaining 

access to your apartment. 

 

• If you are an owner, you will need to engage the services of a locksmith to assist you in 

gaining entry to your apartment. 

 

It's important to note that the responsibility for apartment access lies with the tenant or owner, 

and the management does not hold master keys for security reasons. 

 

Garbage and Waste Disposal: 

 

Each floor is equipped with a garbage and recycling chute for small items. However, it's 

important to note that these chutes should only be used for small items. For larger or bulkier 

items, there are designated large waste and recycling bins located in the bin room on the 

ground level. Please refrain from leaving any garbage in the bin chute floors or placing bulky 

items into the chutes. If the bin chutes become blocked or if garbage is left on the bin room 

floors, a fine will be imposed. 

 

Hard waste collection is scheduled via the Council once every two months. The management 

will inform residents of the specific collection date once it has been booked. Residents are 

required to bring down their hard waste the day before the scheduled collection day. If you 

are moving out before or after the hard waste collection day, you are responsible for 

organising a private collection of your hard waste. Only the Facility Manager is authorised to 

book hard waste collection with the council. It is important to note that storing hard waste in 

the ground floor bin room is not permitted due to Occupational Health and Safety (OHS) and 

fire regulations. 

 

 

Gymnasium 

 

The Gymnasium is on the ground level 

adjacent to the Residents’ Lounge. 

 

Opening hours are between 06.00 am and 

10.00 pm, no booking is required. 
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Residents’ Lounge: 

The Resident's Lounge is a community room 

that residents can utilise as needed. However, 

there are certain conditions and guidelines in 

place for booking and using this room. To 

make a booking, residents are required to use 

the MYBOS platform, and the booking must be 

approved by the Facility Manager before it 

can be confirmed. 

 

The Lounge is equipped with Foxtel and an 

audio-visual unit, which includes a Blu-Ray player and an amplifier. Any adjustments to the 

volume and channel selection should be made using the iPad mounted on the wall. The gas 

log fire in the lounge can be operated using the switch located on the left-hand side of the 

wall, next to the TV. 

 

It's important to note that alcohol is prohibited in the Resident's Lounge, and there are 

limitations on the number of guests allowed during bookings. The last available time slot for 

booking the lounge is from 8.00 pm to 10.00 pm. 

 

 

Gas log fire in the lounge area 

 

 

Switch to on/off the Gas log fire 

 

 

 

 

 

 

Gas log fire 

 

 

 

Emergency Procedures: 

The common property is equipped with corridor smoke detectors and an emergency warning 

system. If you hear an alarm with specific instructions to evacuate, it is crucial to follow the 

evacuation procedures. Please immediately vacate the building using the designated fire exit 

stairs. Do not use the lifts during an evacuation. 

 

In the event of an evacuation, residents should exit the building via the fire stairs and proceed 

to the designated fire assembly point located in front of the building on Queens Road or the 

rear of the building on Queens Lane. For the exact locations of the assembly points, please 

refer to page numbers 15 & 16. 
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Smoke: 

If the smoke alarm in your apartment is triggered by cooking, it is important not to open your 

apartment entry door. Opening the door may cause the smoke to spread and activate the 

smoke alarms in the common areas, which could lead to a full emergency evacuation of the 

building. In such a situation, you may be held liable for the false alarm callout fee imposed by 

Fire Rescue Victoria. 

The cost of a false alarm callout fee can range from approximately $2000 to $4000, depending 

on the number of fire trucks dispatched to the callout. It is essential to take necessary 

precautions to prevent false alarms and avoid incurring these fees (please refer to page 

number 27). 

 

Smoke Detectors: 

 

All apartments are equipped with smoke alarms. Most of them are hardwired into the electrical 

circuit and have either a 9V battery or a rechargeable backup battery. If the smoke alarm 

beeps, it usually indicates that the 9V battery needs to be replaced. Owners are responsible 

for changing the batteries at their own expense, while tenants should contact their real estate 

agents for assistance. 

 

Video Surveillance: 

CCTV cameras are strategically positioned throughout the complex, including at various 

entrances and in the car parks. 

Building Security: 

 

To ensure building security and safety, please remain vigilant and avoid allowing others to 

follow you through entry/exit doors and car park entrances. Ground-level apartment residents 

are advised to keep their doors and windows locked. If you observe any suspicious activity, 

please promptly report it to the Building Management. 

 

Bicycle racks: 

Bike racks are provided in the B1 and B2 car parks, as well as the loading dock area, for 

residents to use. It is important to securely lock your bike using a U-bolt lock, as chains and 

cables can be easily cut. Please note that residents who leave their bikes in the car park do so 

at their own risk. Taking bicycles to your apartment is not permitted according to the Owners 

Corporation rules. 

 

Access swipe cards (FOBs): 

FOBs are required to access all common areas of the building, as well as car park remotes for 

the parking area. These FOBs are programmed specifically for individual apartments and allow 

access only to the floors where the respective apartments are located. 

 

Noise levels: 

Residents should be considerate of noise levels, especially on balconies and courtyards, as 

sound can carry to other apartments. There are by-laws in place regarding noise, and residents 

should avoid disturbing or disrupting the peaceful environment enjoyed by other residents at 

any time. Parties are not permitted after 10:00 pm. 
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If you need to grant access to visitor or delivery personnel 

to your apartment, please follow these steps: 

 

Press the receiver icon (Red arrow). 

Press the key icon (Yellow arrow). 

Press the two dots icon (Green arrow). 

 

By following these steps, you can provide access to your 

apartment. If you prefer to have items delivered to the 

lounge/lobby instead of your apartment, you only need to 

press the receiver and key icons, one at a time. 

Cleaning: 

To maintain a clean and pleasant environment, it is the responsibility of apartment owners or 

occupants to keep the glass on windows and the boundaries of their apartments clean and 

tidy. The Owners Corporation will handle the maintenance of exterior and inaccessible 

windows. 

 

Balconies: 

 

Residents are prohibited from hanging laundry or other items, including wind chimes, on 

balconies or any part of the apartment's exterior that is visible or audible from the outside. 

Additionally, no external blinds, light fittings, awnings, antennas, or satellite dishes should be 

fitted on balconies. It is important to secure any barbecue equipment, pot plants, outdoor 

furniture, and unfastened objects on the balcony to prevent them from being affected by 

strong winds. 

 

Parking Bays: 

Parking bays are designated for motor vehicles and motorcycles only. No other items should 

be stored in or around your parking bay. It is important to keep the parking bays clean and 

free from oil stains. 

 

Intercom - Internal: 

All apartments are equipped with intercom systems that allow residents to grant access to 

delivery personnel for delivering items to the lounge/lobby area or directly to the apartment. 

It also enables residents to grant access to their visitors. 
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Intercom – External 

When using the external intercom to contact a resident or staff, please 

follow these steps: 

 

1. For visitors or delivery personnel contacting a resident, press the 

apartment number followed by the bell button. 

2. To contact the Facility Manager, press zero followed by the bell 

button. Alternatively, you can use the provided mobile number 

to reach the Facility Manager. 
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Main entrance of the complex 
 

 

Lobby area 
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Circular lounge area 

 

 

 

Lounge area 
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Gymnasium 
 

 

Rear entrance of the complex 
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STANDARD FIRE ORDERS 

In the event of an emergency in the building, the Emergency Warning System will be 

activated. 

The first sound you will hear is the alert tone, which will come from the speakers located in the 

lift lobby and hallways. It will be a series of beeps. This will be followed by a taped message 

instructing you to prepare for evacuation. 

The second sound you will hear is the evacuation tone, which will be a repeating whoop sound. 

When you hear this tone, you should immediately proceed to the exit points and exit the 

building, moving to the designated assembly areas. 

The automatic fire sprinkler system in the building is directly linked to Fire Rescue Victoria (FRV), 

formerly known as Melbourne Fire Brigade. 

Each residential level is equipped with fire extinguishers and smoke detectors. The smoke 

detectors inside your apartment are not directly linked to FRV, but they serve to alert you of 

potential smoke or fire hazards. 

Please take the time to familiarise yourself with the emergency evacuation plans, as well as 

the locations of the exit points and assembly areas. It is recommended to prominently display 

the Standard Fire Orders as a reminder of what to do in the event of an emergency. 

DO NOT USE THE LIFTS 

• Do not attempt to carry any personal belongings with you during the 

evacuation.

• In case of an emergency, call 000 for immediate assistance.

• Follow the instructions provided by warning alarms and announcements and 

evacuate the building if necessary.

• Once evacuated, proceed to the designated assembly area and ensure that 

everyone in your party is accounted for.

• Do not re-enter any floor or your apartment while the evacuation is in progress.

• If anyone experiences difficulty or is unable to use the exit stairs, please notify 

the Building Manager.

• The Officer in Charge of the emergency service will provide the "all clear" 

signal to return to the building.

• If you have any questions regarding the emergency procedures, please 

contact the Facility Manager at 0461 389 789.
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Site Map / Assembly Areas 

Secondary Assembly 

Point 

Primary Assembly Point 
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MON/\RC 
Facility Management Victoria Pty Ltd 

RESIDENT INFORMATION 

The following details are required for Building Management records and your security. It is also required in the event of an 
emergency. Information supplied is confidential and will remain the property of the Owners Corporation only. Please handover 
the completed form to the office of the Building Manager or email to bm@monarcapartments.com.au prior to your moving-in. 
Lift bookings will be accepted only after receiving the completed form by the building manager's office. 

Are you an OWNER or TENANT (please circle) 

Apartment Number: __________ _ 

Move in Date: ____________ Access Fobs Numbers: ___ _ 

Resident Contact Details 

Resident 1 Name: _________________ _ Mobile Phone: _______ _ 

Resident 2 Name: ________________ _ Mobile Phone: _______ _ 

Resident 1 email: 
------------------

Resident 2 email: 
------------------

Carpark Bay Level: ______ _ 

Vehicle Registration - Car 1: _______ _ Car 2: 

Make & Model - Car 1:  Car 2: ____________ _ 

Owners Corporation Rules: Do you have a copy Yes/ No (please circle) 
{These can b_e found in the Mybos • Community -,.. Documents & forms or ask the facility manager)

Pets: Yes/ No (please circle) If yes, what type and how many? _____________ _

Assistance during Emergency evacuation 

Do you require assistance in an EMERGENGY evacuation? Yes/ No Details: ________ _ 

FOR TENANTS ONLY 

Managing Agent: ____________________________ _ 

Property Manager/ Real Estate Agent's Name: __________________ _ 

Contact Number: ________ Email address: _______________ _ 

Signature ............................................... . Date .................................... . 
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Body Corporate Services (Vic) Pty Limited 

Level 14, 575 Bourke St, Melbourne VIC 3000  

bcs_melbourne@bcssm.com.au  

www.bcssm.com.au 

Ph. 03 9616 1699 

Fax. 03 9616 1698 

January 2024

IMPORTANT NOTICE TO MONARC RESIDENTS 

Subject: FIRE ALARMS – SMOKE FROM APARTMENTS ENTERING COMMON AREAS 

Residents are to be informed that smoke of any type escaping from apartments into 
common area corridors may activate the fire alarm and cause attendance by the Fire 
Rescue Victoria (FRV) 

We write to make all residents aware that the most common accidental call outs from 
the FRV are caused by smoke commonly caused by cooking entering the corridor. 

Please ensure all care is taken to avoid cooking smoke from entering the hallways, 

The OC incurs fees every time a false fire alarm is activated, and the fire brigade is 
deployed, these fees which can range from $2000-$4000 depending on how many 
trucks are deployed, are on charged to the lot responsible and as such may be 
charged back to the tenant. 

If you have any questions regarding the above, please contact the Building Manager 

via bm@monarcapartments.com.au 

Yours sincerely, 

Natalia Fraser 

Strata Manager

Body Corporate Services (Vic) Pty Limited 

For and on behalf of OCPS 641029Y 
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Payment Type – PAYMENT DETAILS MUST BE PROVIDED 

□ EFT Payment - please provide email address and a pro-forma invoice will be sent including banking details

Email : 

□ Cheque - please send a copy of this completed form with cheque

□ Company Account –INVOICE TO: Company Account Name:

Omega Account Code: 
_ 

Purchase Order # 

□ Invoice to be sent with goods. □ Invoice to be sent to Company Account holder

Submit Form Print Form Reset Form 

APARTMENT RE-KEY (LOCK CHANGE) AUTHORITY FORM 

ALL FIELDS ARE MANDATORY – Please note payment details must be provided. 

Return completed form to service@omegacorp.com.au Date:  

Key System Number: (this number is engraved on all keys) 

Company Name / Individual:  

Delivery Address: _ 

Suburb: Post Code  

Contact Phone No:  

Please supply the following Qty of restricted keys to the above Master Key 
System with the Apartment Re-key 

Key No: Qty: 

Authorisation for Apartment Lock to be Re-Keyed + New Keys Issued 

I hereby certify that I am registered as an authorised signatory for the above Master Key System, and I authorise Omega Security 
Solutions Pty Ltd to proceed with the Apartment Re-key. 

Authorised Signature: _ 

Print Name: _ _ 

SERV-03 Apartment Re-key Authority Form Page 1 of 1 
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Official use Only:
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Cnr Francis and Fraser St 
Yarraville VIC 3013

Tel 1300 893 488
ABN 12 058 216 587

omega@omegacorp.com.au
www.omegacorp.com.au

RESTRICTED KEY REQUEST FORM
All fields are mandatory and payment details must be provided. 
Return completed form to keys@omegacorp.com.au 

Master Key 
System 
information

Quantity 
Required

Delivery 
Method

Payment 
Details

BI-Lock New Generation KeyLockwood Gen6 Key

Date: Key System Number: (this is engraved on all keys)

Company Name / Individual:

Delivery Address:

Suburb:				 Post Code: 

Contact Phone Number:

Key No:	 Qty: Key No:	 Qty:

Key No:	 Qty:	 Key No:	 Qty:	

 Registered Post $13.00           

 Be notified when ready for collection    

I hereby certify that I am registered as an authorised signatory for the above Master Key System, and I 
authorise Omega Security Solutions Pty Ltd to cut the above keys as required.

Authorised Signature:  Print Name: 

INVOICE TO BE SENT WITH GOODS 
INVOICE TO BE SENT TO  
COMPANY ACCOUNT HOLDER

Authorisation 
for keys to  
be cut

 Express Post $20.50 Courier: POA 

EFT PAYMENT 

Please provide us with an email address 
and a proforma invoice will be sent 
including banking details.

CREDIT CARD    

Choose card type:

        Visa / Master Card               Amex               Diners

Number: 

Exp:	 CCV:

COMPANY ACCOUNT 

Invoice to: (Company Account Name)

Omega Account Code: 

Purchase Order # 

CHEQUE

Please send a copy of this completed 
form with cheque.

Official use Only:
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Body Corporate Services (Vic) Pty Limited 
ABN 35 079 654 103 

Inscor Services Pty Ltd 
ABN 1500 5706 650 

Level 14, 575 Bourke St, Melbourne VIC 3000 
bcs_melbourne@bcssm.com.au 

www.bcssm.com.au 

Ph. 03 9616 1699 
Fax. 03 9616 1698 

P.S. 641029Y 
‘MONARC APTS’ – 74 QUEENS ROAD, MELBOURNE 

Swipe/Remote Order Form
Please complete steps 1 to 4 only.

STEP 1 – Fill in your details. (Please use black pen)

Full Name Mr/Mrs/Ms/Miss/Dr.: …………………………......................................................................... 

Apartment No.: ………………………………. 

Phone Number: (BH): ................................................. Mobile Number: ………………………………… 

Email……………………………………………………………………………. 

Are you an OWNER or an AGENT: ....................................

NOTE: If you are a tenant, you must have your rental agent complete this form on your behalf. If you are a rental agent 
and have not previously provided a copy of the signed page of the management authority, please attach a copy with 
this form. 

Signature…………………………………….    Date……………………………………… 

STEP 2 –  How Many Security Swipes/ Remotes Do You Require?

Quantity Required: 

Fob @$21.00 (incl GST) per Fob x ……. =………… 

Remote @72.60 (incl GST) per Remote x ……… =………… 

Administration fee @34 (incl GST) per order x ……. =………… 

Total Cost: $............ 

STEP 3 – Collection – Please advise the name of the person collecting the item(s)

Full Name: ………………………………………………………………………………………………………….

Swipe serial number…………………………………. Car park remote serial number…………………………… 

Processed by (Name, Signature & Date) …………………………………….    Emailed to BCS on………………………………. 
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STEP 4 – Email the completed form to bm@monarcapartments.com.au or handover to Building Management office. 
Building Management will program swipe/remote(s) for your apartment as per your order. Building Management will 
contact you when your order is ready for collection, orders can be collected only from Building Management office 
during staff hours. Orders will not be posted.   Building Manager- 0461 389 789. 

Step 5 - Official use.

mailto:bcs_melbourne@bcssm.com.au
http://www.bcssm.com.au/
mailto:bm@monarcapartments.com.au

	Induction - Resident Final1
	Pages 17 to 25
	Resident Information Form 26
	Notice to residents - Fire Alarms 27
	OCPS 641029Y - Apt lock change order form 28
	PROD-01 Restricted Key Request Form 29
	Fob and Remote Order Form 30

	Text Field 1: 
	Text Field 2: 
	Text Field 3: 
	Text Field 4: 
	Text Field 5: 
	Text Field 6: 
	Text Field 7: 
	Text Field 8: 
	Text Field 9: 
	Text Field 10: 
	Text Field 11: 
	Text Field 12: 
	Text Field 13: 
	Text Field 14: 
	Text Field 15: 
	Text Field 16: 
	Text Field 17: 
	Text Field 18: 
	Text Field 19: 
	Text Field 20: 
	Text Field 21: 
	Text Field 22: 
	Text Field 23: 
	Text Field 24: 
	Text Field 25: 
	Button 2: 
	Button 3: 
	Delivery Method Options: Off
	Credit Card Type: Off
	Payment Check boxes: Off
	Button 12: 


