
Document Owner to read and review
contract  

 
Ensure entity and contact details are

correct, and all commercial terms are as
agreed with the counterparty

Document Owner to send contract to
Legal and Finance for simultaneous

review

Did Legal and/or
Finance provide

comments or raise
issues to be

clarified internally
or with the

counterparty?

Yes No

DEF PROCESS

Document Owner to review
comments by Legal and/or Finance 

 
Provide necessary commentary or

otherwise approve

Legal to amend contract as necessary
and return it to Document Owner

Document Owner to send amended contract
to counterparty 

 
NOTE: this step must only occur once

comments from BOTH Legal and Finance
have been incorporated 

Are there any
further

amendments to
be made? 

Document Owner to
circulate the contract to
Legal and Finance with
changes that need to be

made

Document Owner to download
current version of DEF from Intranet 

 
Fill in full names and emails of

counterparty's signatories, included
witnesses (if applicable) and identify
any commerical points which should

be noted for CEO and CFO

Yes No

Document Owner to sign DEF and
circulate to Manager, Legal and

Finance for signing 
 

When signing, click on the signature
panel and insert the official Adobe

signature

Document Owner to send final
contract and completed DEF to

contracts@teg.com.au for execution
by CEO and CFO 

Once signed by CEO and CFO,
DocuSign will send the contract to the

counterparty for their signature 

DocuSign will send a fully executed
copy of the contract to all parties

listed on the DEF and automatically
save the fully executed contract into

NetDocuments 

CONTRACT REVIEW & DEF PROCESS

Document Owner to download template
from the Intranet 

 
Make ALL changes in mark-up and

summarise all instructions in cover email

Document Owner to obtain contract from
the counterparty



  

