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Vital records are those that are essential to reconstruct and continue the operational functions of the University. Vital records are usually associated with legal and fiscal matters. CARMS will only accept original, final versions of vital records (or copies of vital records that are to be treated as an original).

	SECTION 1: CONTACT DETAILS

	Name:
	

	Element:
	

	Email:
	

	Extension:
	

	SECTION 2: VITAL RECORD DETAILS

	Type:
	 FORMCHECKBOX 
 Agreement  (complete Section 3)
 FORMCHECKBOX 
 Bank Guarantee (complete Section 4)

 FORMCHECKBOX 
 Certificate
	 FORMCHECKBOX 
 Deed

 FORMCHECKBOX 
 Drawing (Plan)

 FORMCHECKBOX 
 Other (please specify)

	Description:
	

	CARMS File #:
	(if applicable)

	SECTION 3: AGREEMENTS ONLY

	Status of agreement:
	 FORMCHECKBOX 
 New
	 FORMCHECKBOX 
 Renewal

	Description:
	

	Agreement dates:
	Commencement:
	Expiry:

	CONTACT DETAILS OF OTHER PARTIES

	Organisation:
	

	Contact Name:
	

	Telephone:
	
	Fax:
	

	Street Address:
	

	Postal Address:
	

	SECTION 4: BANK GUARANTEES ONLY

	Project:
	

	
	

	Contractor:
	

	Amount:
	

	Date received into CARMS:
	
	Received by:
	Signature:

	RELEASING BANK GUARANTEES

	Return date:
	

	Returned to:
	

	Extension:
	
	Fax:
	

	Email:
	

	Signature:
	

	TRIM Updated?
	 FORMCHECKBOX 
 Yes
	Copy of form provided to FBS?
	 FORMCHECKBOX 
 Yes


Please submit completed form to:

Corporate Archives & Records Management Services (CARMS)

Room 2.40, N54 (Bray Centre)

Nathan Campus

Telephone: 373 57870

