Creating the Document Execution Form (DEF)
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1. Select the State using the drop-down menu.
2. Select the Property using the drop-down menu.
3. Type the name of the Tenants
4. The Sign off 1 and Sign off 2 list of names is generated by allocation; this is not managed by the Records and Knowledge Management team. If the name of the staff member is no on the allocation list due to staff movement, select any staff member and then amend in the Word document.
5. [bookmark: _GoBack]Select the Word icon  [image: ]
6. The word document will be created and will be ready for downloading at the bottom of your screen as shown below
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7. Complete the Description of Documents and the No of Documents
8. Answer Questions 1-3
9. Legal sign off is normally provided in a covering letter, application should be N/A, as Applications generally do not require legal sign off

10. Sign and date the fields for commercial approval, if you have date and name stamps, please use them.

11. Save the DEF in Word format so the records team can amend to add the document tracking number and will check the signing clauses.

12. Send the DEF along with the accompanying documents to the Records and Knowledge Management Team docs@dexus.com 
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