
 

 
 

     
 

Purpose 

The purpose of this policy is to establish procedures for: 

1. The affixing of the Town of Claremont’s (Town) common seal; and  

2. Authority for the Chief Executive Officer and other nominated officers to sign documents on behalf 
of the Town. 

Policy 

Council supports that: 

1. The Chief Executive Officer (CEO) is to have charge of the common seal and is responsible for the safe 
custody and proper use of it.  

2. The Mayor (or in his/her absence the Deputy Mayor) and CEO (or in his/her absence the Acting CEO) 
are authorised to affix and sign all documents to be executed under the common seal. 

3. Details of all transactions where the common seal has been affixed are to be recorded in a register. 
The register is to include:  

a. each date on which the common seal was affixed to a document, the nature of the document; 
and  

b. each transaction with a reference number that may be retrieved in the Town’s document 
management software. 

4.  The following documents require the Common Seal of the Town to be affixed:  

o Local Laws.  

o Land transaction documents including sales, purchase, vesting, easements, caveats, leases, 
deed and legal agreements. 

o Grant Funding Agreements. 

o Contracts and legal instruments. 

o Mortgages, Loans and Debentures. 

o Town Planning Schemes and Scheme Amendments. 

5. Any documentation authorised by Council resolution does not require application of the common 
seal. 

6. The CEO is authorised to sign documents on behalf of the Town. 

7. The CEO may approve Town employees as persons duly authorised to sign documents on behalf of 
the Town. 
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