Policy No: CP 02	Reference:  D-25-0003530

Policy Title:  Affixing of the Common Seal

Policy Statement:
To authorise the affixing of the Common Seal to documents.

Policy Procedure:
1. The Chairperson or, in the absence of the Chairperson, the Deputy Chairperson and the Chief Executive Officer, or the person acting in the Chief Executive Officer’s position, are authorised to affix the Common Seal to documents requiring the Common Seal.

2. The Chief Executive Officer will maintain a register, in a secure location, detailing:
a. The type of document requiring the Common Seal;
b. The names of the persons who signed the document; and
c. The date the document was signed.

3. A report listing the documents to which the Common Seal has been affixed will be presented to the next Ordinary Meeting of Council.
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