Legal Document (LD) Process

Responsibilities of Document/Contract “"Document/Contract ™.
Administrator / Administrator
\\receives a Legal Document
~— (LD) S )
Review LD and
determine the
A 4 reviews required.

Yes

Scan or copy the LD
to keep and send
original to the
applicable parties

\ 4
Ensure LD once
received from
parties has all
signatures required

Provide LD to
L

Primary Signing <€
Officer for signature

Does the LD require a
signature(s) of the third

parties to the LD

No

Review the Legal

Document. Ensure
operational
requirements can
be fulfilled

Authorization Form
(DAF) Required (refer to
Table 1 on form)

Minimum reviewers
see procedure #4-
417, section 12 &

DAF tables

v

Complete top
section of the DAF
and Name/Title of

Reviewers

\ 4

Send LD and & DAF
to Reviewer(s) to
obtain their
signatures

v

Sign off the bottom
section of the DAF

v

\ 4

Provide the original
signed LD & DAF, if

If there are changes required to the LD at any point in the process the prior

P» applicable, to the
filing department

steps must be repeated

(see tables on DAF)

/ﬂng Dept enters the contract details in

[ electronic file (see procedure #4-417 OP

| section 14) and files the original LD & DAF
if applicable

Provide Completed
DAF and LD to
applicable Signing
Officer (see App A,
#4-417 OP) to
obtain
their signature on
LD
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