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Legal Document (LD) Lodgement Form
For assistance with this form please call the Records Services Helpdesk on Ext: 35334.  Mandatory information is indicated with an asterisk*.
	* Title of LD:

	* Business owner responsible for LD:

	1. *Records Management

	
	***Records Services related file number (e.g. 2018/XXXX):

	
	Is this LD virtual only (has the agreement been received only electronically)?
(
Yes – Agreement can be lodged electronically – email completed LD form and agreement to
records.services@adelaide.edu.au
(
No – Send physical LD and completed form to Records Services


	
	Are there supporting LDs relating to this document?
	(
	Yes – continue below
	(
	No – go to Section 2

	
	List related LD numbers or attach new related LDs (with separate lodgement form):

	
	Does this new LD replace existing LDs currently lodged with Records Services?
	(
	Yes – continue below
	(
	No – go to Section 2

	
	Existing LD numbers being replaced:

	
	Can these existing LDs be closed?
	(
	Yes
	(
	No

	2.  Security  (Once lodged, to view the LD electronically you must be a member of the relevant security group)

	
	Name of security group:

	
	Legal Document group is applied by default to all agreements.

	3. *Dates

	
	Contract start date:
	Contract expiry date:

	4. *Contact Details  (List below or attach additional page)

	
	a) Contract / internal contacts:

	
	
	Primary contact / contract manager
	Secondary contact

	
	Name 
	
	

	
	School / branch
	
	

	
	b) Other party contacts:

	
	
	Party 1
	Party 2

	
	Name
	
	

	
	Organisation
	
	

	4. *Contact Details For Lodgement

	
	Name………………………………………….....................................................            Date…………………………..

	
	Faculty / school / branch responsible for LD:  ..........................................................  Phone extension:  …………...
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