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Purpose 
This Fact Sheet provides guidance as to the manner in which contracts and other documents relating to UQ 
activities can be signed on behalf of UQ in situations where the usual signing processes are unable to be 
followed. 

Background 

The COVID-19 outbreak is resulting in many UQ staff working remotely.  In light of this, it is necessary to 
consider how documents essential to UQ’s activities can be signed in situations where the required delegates 
are absent from UQ. 

Although, at law, some contracts are not required to be in writing to be binding, it is essential that all contracts 
entered by UQ be in writing.  In addition, many contracts are required at law to be in writing and signed. 

Important general considerations 

Set out below, in order of preference, are options for signing contracts remotely. 
 
Please note the following general points in relation to them: 
 

• They do not apply in the case of deeds, which have their own strict requirements.  Please contact Legal 
Services for assistance with respect to the signing of deeds. 
 

• If there is any doubt as to whether a proposed method of execution of contract will be acceptable to the 
other party to it (the counterparty), the approval of the counterparty to the proposed method should 
be sought in advance.  Clear communication is critical to achieving a mutually acceptable outcome. 

 
• Some legal documents must be signed as originals in order to be effective e.g. Titles Office documents.  

With these, scanned copies will not be acceptable and there will be no option other than to sign and 
return original documents to the counterparty. 

 
Options for signing 

In the stated order of preference below, the following signing procedures are recommended for “remote” 
delegates: 
 

1. “Wet signature” methods 

A. Print entire contract, sign and provide 
 

The preferred option is for the delegate to print the entire contract, sign the execution page and 
then provide the signed original contract to the counterparty by mail or courier. 

 
B. Print entire contract, sign, scan entire contract and email 

Provided the technology available to the delegate at the remote location permits, the next preferred 
option is for the delegate to print the entire contract, sign the execution page, scan the entire signed 
contract and then email it to the counterparty, with the original to follow, in due course, by mail or 
courier. 
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C. Print execution page, sign, incorporate into the contract and email 

The next preferred option is for the delegate to print only the execution page, sign it, scan the 
signed page, incorporate that signed page into a PDF version of the contract (replacing the 
unsigned page) and then email that version to the counterparty. 

 
D. Print execution page, sign and email with contract 

The next preferred option is for the delegate to print only the execution page, sign it, scan the 
signed page and then email it, together with a copy of the unsigned contract, to the counterparty. 

 

2. Other methods 

A. Signing via an electronic platform made available by counterparty 

There are a number of electronic cloud-based platforms available which allow parties to enter into 
contracts in electronic form, by electronically applying a ‘signature’ to an electronic version of the 
contract.  These platforms include DocuSign and HelloSign. 
 
Although UQ does not currently use any of these proprietary platforms, it would be acceptable for 
a delegate to sign contracts via these platforms if that was proposed, and actioned, by a 
counterparty. 
 

B. Signing an electronic version using a stylus 

Provided the requisite technology is available to the delegate, the next preferred option is for the 
delegate to use a stylus to sign a PDF version of the agreed document on their screen and then 
email that version to the counterparty. 
 

C. Pasting in a copy of a signature 

The next preferred option is for the delegate to paste an electronic version of their signature into a 
Word version of the agreed document, to convert that word version to a PDF and then email that 
PDF to the counterparty. 
 

D. Email attaching agreed document 

The final, and least preferred option, is for the UQ delegate to send the counterparty an email 
(which includes the delegate’s formal UQ signature block) attaching the finalised contract and 
clearly stating an intention on the part of UQ to enter into the contract e.g. using words such as “As 
an authorised delegate for UQ, I confirm that the attached contract is accepted by and binding 
upon UQ”.  

 

Other things to consider 

1. The need for witnessing 

Most contracts do not require to be witnessed to be valid and binding. 
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If a signing clause in a contract provides for a witness, enquiries should be made with the counterparty 
as to whether witnessing is, in fact, essential.  If a counterparty insists that witnessing is required, an 
independent adult would, in most cases, be a suitable witness e.g. a family member of the delegate over 
the age of 18. 
 
If the document specifies that a “qualified witness” is required (e.g. legal practitioner, justice of the peace 
or commissioner for declarations), the witness must fall within one of those qualifications. 
 
Witnesses must be present when the contract or document is signed by the delegate (but they can also 
sign electronically). 
 

2. Authorisation is not permitted 

It is essential that anyone proposing to sign a document on behalf of UQ holds the appropriate delegation 
or sub-delegation to do so.  An authorised signatory must sign personally and cannot authorise another 
person to sign a document on their behalf. 

 
3. Proper signing by counterparties 

Given the challenging and fluid environment we are experiencing, counterparties may start signing 
contracts and other documents in unusual or novel ways.  It is important that all UQ staff entering into 
contracts pay close attention to this over the next weeks and months to ensure that counterparties are 
executing documents correctly.  Contact Legal Services if there are any concerns. 
 
Where a counterparty is a company, look for signing by: 
 
• two directors; 
• one director and the company secretary; or 
• in the case of a “Pty Ltd” company with only one director (who is also the sole company secretary), 

that sole director. 
 

4. Key risks of electronic signatures 

Consideration should be given to the significant risks associated with electronic contracts and the use of 
electronic signatures, such as forgery and fraud (e.g. failing to protect the signature, unauthorised access 
to the signature).  Processes should be implemented to reduce these security and fraud risks and records 
retained of the use of the signatures and the signed agreements.  

 

What can we help with? 

We can advise on the manner that documents can be executed remotely on behalf of UQ and the validity of 
documents signed by counterparties. 

More information 

If you have any questions or require more information please contact Legal Services: 

P: 3365 2078 
E: legalservices@uq.edu.au 
W:   https://legalservices.app.uq.edu.au/ 

mailto:legalservices@uq.edu.au
https://legalservices.app.uq.edu.au/
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