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Annual Livestock Return 2024-2025 — Introductory

Reference Guide

General instructions andguidance

This document provides instruction and sample data to assist in the completion of the Annual Livestock
Return (stock return) online form 2024-2025.

To complete the stock return online form an invitation email will be emailed to you. This email provides your
closing stock balances from the previous year return. If you have misplaced this email or deleted it, please
contact the Pastoral Unit. A red asterisk on a question/field signifies a mandatory question. All mandatory
questions must be answered before submitting the from via the ‘Click to submit your return’ button located
at the end of the online form.

The form requires the entry of information and records and may need to be completed in more than one
session. If thatis the case, the person submitting the data can use the ‘Save and Complete Later’ link located
at the bottom of the online form. Follow the instructions provided.

Once all mandatory and relevant areas (depending on Livestock activities) have been completed, select the
box at the bottom of the form ‘l have completed all parts of this form and now wish to submit my return’.
The “Click to submit your return’ button can then be selected.

Statutory Declaration and Authorised Witnesses

The stock return includes a statutory declaration, and it is a legal requirement to ensure that all returns are
signed by the lessee or authorised nominated representative on the statutory declaration form. The form
must also be witnessed and signed by a Justice of the Peace or other authorised statutory declaration
witnesses such as a teacher, police office, registered conveyancer, bank or postal officer, registered health
practitioner, a minister of religion, veterinary surgeon (as examples). A full list of eligible authorised statutory
declaration witnesses can be found at: https://www.agd.sa.gov.au/services-support/JP-witnesses/authorised-
withesses

Signing
After you have submitted your form, you will receive an acknowledgment email stating - A PDF copy of you

submission will be emailed to you shortly and this document should be used to complete the Statutory
Declaration component of the process.

Upon receipt of this email you will receive a PDF copy of your stock return for signing. This email provides
you with two options to complete the Statutory Declaration component (with links to upload your signed
stock return). You can either:

e Remotely sign the completed online stock return PDF form with an authorised witness using an electronic
signature via video conferencing (eg over Skype, Zoom, Facetime etc) and upload the signed copy via a link
provided. This simply involves:

1. Arrange to meet your authorised witness via video conferencing on your computer

2. Show your identity to the authorised witness via your computer screen

3. Use the text box in Adobe to complete your details in the PDF form, sign the form using the electronic
signature block and save the signed PDF form to your computer

4. Email your signed PDF form to the authorised witness to electronically countersign and tick the
two check boxes above and below the authorised witness section, and return the countersigned
PDF copy back to you by email. Save this countersigned copy to your computer
5. Go back to the email containing the links to upload your signed stock return. Click on the link, fill in
your email address and upload the countersigned stock return form and click on Submit
OR
e Print out a hard copy of the completed online stock return PDF form and physically sign the form in front
of an authorised witness, scan the whole form (or use your phone camera to create an image of all pages)
and upload the scanned form via the email containing the links to upload your signed stock return. This is
the same process as in 2024.
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Form Parts — Sample Data and Instructions

The following screenshots provide sample data and guidance on how to complete areas of the form.

Applicant details

Name of other person completing this form

Authorised by the Lessee
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4 Click here to add another entry ]
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Rainfall

Rainfall in millimetres for Calendar year

This is for the whole of calendar year ending 31 December 2024.

Please ensure an entry for each month - if rainfall records were not available leave the value as zero and provide comments in the 'Rainfall details’

Click at the front of the ‘0’, add rainfall then ‘tab’ to the next month ]

Jan* Mar * Apr* May * Jun*
0 ] 0 0
Jul* Aug * Sep * Oct * Nowv * Dec *
0 0 ] V] 0 0
Total rainfall

Total rainfall is calculated from the monthly values entered 6.00

Rainfall details

List months where no rainfall data was recorded
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Livestock Management Activities

\i Add vour stock figures if relevant ]
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Dates are required for each addition ]
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Add stock figures and dates if need be ]
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Sheep —30 June 2025 closing
balance

[ All figures auto calculate and populated
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18/01/2025
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Complete if relevant }
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Cattle — 30 June 2025 closing
balance

[ All figures auto calculate and populated

Horses on hand at 1 July 2024

&
‘ Complete if relevant

Click here to complete later if

aue completed all parts of this form and now wish to submit my return * . L
unable to finish in one sitting

Save and Complete Later.

Click here to complete this part of the form, you will receive an email with links to
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Statutory Declaration

Once you have completed all the relevant sections of the stock return form, at the bottom the page, click the check
box “I have completed all parts of this forms”. A “click to submit your return” button will appear.

Submit your form and you will receive a confirmation email. The confirmation email with contain a PDF copy of your

completed stock return, ready to be signed.
( PDF copy of your completed stock return
| Open the pdf ready to sign the statutory
declaration.
N

In the confirmation email, open the attached PDF of your completed stock return. Review the figures and
information you have entered.

You have two options to complete the statutory declaration component.

1- Remotely sign the completed stock return form, using an electronic signature via video conference with an
authorised witness for example - Zoom, Facetime, Teams etc.

Or

2- Print out the completed stock return and physically sign the form and obtain a witness signature, as in
previous years.

Use the link in the invitation email to access a full list of Authorised Bodies that can witness and sign you Statutory
Declaration.
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Remote Sighing Statutory Declaration

If you have chosen option 1 for signing, arrange an online meeting with your Authorised Witness.

Show you identification to your Witness and ensure they witness you signing your Statutory Declaration.
Use the following instructions and diagram below to complete the statutory declaration component of the form.

In Adobe, electronically sign the form by:

1. navigating to the “e-sign” option in the menu.

2. Under the “fill and sign yourself” option- add your signature

3. Click on “add signature”, type your name and click “apply”

4. Scroll to the “signature of lessee” section

5. Click where you would like your signature to appear

6. Add in your details by selecting the “fill in form fields” from the menu bar

7. Select “type text”, move the cursor to complete all details on the form

8. Once you have e-signed your form, save a copy

9. During your video conference, email the PDF copy to your Witness

10. The Witness opens the PDF and clicks the two check boxes by selecting “Add a cross mark“- one agreeing to
sign the form and the other that the declaration was undertaken remotely.

11. The Witness e-signs and adds their Authorised Witness ID using the “fill in form fields” option from the
menu

12. The Authorised Witness saves as certified copy of the document and emails it back to you.
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Uploading Signed Form

13. Navigate back to the Confirmation email regarding the Statutory Declaration component.
14. Click on the link in the email to upload your signed form.
15. Provide your email address and upload your completed and signed PDF stock return. Click submit.

16. You will receive a confirmation email.

13. Confirmation email

ﬁ 14. link to upload your online signed form ]
"4
\L 14. link to upload your hard copy signed form ]
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15. Provide your email address ]

[ 15. upload your completed and signed PDF stock return ]

[ 16. confirmation email with signed stock return

Livestock_Return_2025-05-30T15-12-33_25488178_3874 (003).pdf _
me | 196 KB

An fully signed and completed form has been submitted and is attached for vour review.
Token: RBNZEE

Please provide your eMail Address: chris.nichols@sa.gov.au

Upload your fully signed Livestock Return document : Livestock Return 2025-05-30T15-12-33 25488178 3874 (003).pdf
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