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1. [bookmark: _Toc525316014]Overview: 
In August 2018, the Office of Business Acquisition Services (OBAS), under the Department of General Services (DGS), started using DocuSign to secure electronic Signatures on the STD 213 contracts it issues.  Over time, the goal is to expand DGS’ use of eSignatures.  Before this happens, you will be notified of DGS’ intention to include new document(s) in its eSignature process.
2. [bookmark: _Toc525316015]Scope: 
All STD 213 contracts that are under OBAS’ delegated authority, for which the Contractor has agreed to eSign.
3. [bookmark: _Toc525316016]Requirements: 
· Contractor’s agreement to eSign, which will be requested in OBAS’ standard Award Notification Email:
· When the email will be sent in the overall contracting process:
[image: ]


· Example of the Award Notification Email:
Yellow = Key points in existing Award Notification Email.
Green = New key points for electronic signature
[image: ]
· Contractors do not need a DocuSign account to eSign
· Minimum system requirements needed to enjoy the DocuSign experience (after navigating to a document from the link provided in DGS’ “eSignature trigger email”).
· https://support.docusign.com/en/guides/ndse-user-guide-system-requirements
4. [bookmark: _Toc525316017]Steps to eSign: 
	Note: all information listed in this documentation below (names, email addresses, and other information) is for illustrative purposes only.




4.1. [bookmark: _Toc525316018]Standard procedure
· After receiving DGS’ “eSignature trigger email”, click Review Document: 
[image: ]
· In the browser window that appears, click Continue:
[image: ]
· Read through the document and navigate to the eSignature tag.  When done, as a shortcut, you can navigate back to the tag by clicking Start:
[image: ]
· After you have navigated to the eSignature tag ([image: ]), click on the tag to apply your eSignature (which may require you select a signature style), then click Finish:
	Note: The following is how the will look after clicking the eSignature tag and applying the eSignature (Step 1, below).


[image: ]
· The next screen will ask if you want to sign in to DocuSign (if you have an account, which is not required).  If you don’t have an account, or don’t want to sign in, click No Thanks:
[image: ]
4.2. [bookmark: _Toc525316019]When you access a DocuSign envelope, but are not ready to eSign
Sometimes you might click on the link in DGS’ “eSignature trigger email” to review the document, but are not yet ready to eSign it.  In this case, click Finish Later:
[image: ]
4.3. [bookmark: _Toc525316020]When you access a DocuSign envelope and cannot sign the contract, as written
If you have read through the document and determined that there is some reason that you simply cannot sign it, you have the option to Decline to Sign the document:
	Important: Before declining to sign, please reach out to OBAS’ Acquisition Analyst to discuss your concerns, as they might be able to be addressed, without having to issue an updated DocuSign envelope.


[image: ]
5. [bookmark: _Toc525316021]Additional Authentication
For some documents requiring an eSignature, OBAS may require additional authentication, before the signatory can access the document to eSign.  When additional authentication is necessary, you will receive SMS text on your cell phone with access code that you will need to enter, before being able to access the document you are being asked to eSign.
	Important: In order to be able to receive your access code via SMS text message, you must have responded to OBAS’ Award Notification Email with the cell phone number of the signatory.


6. [bookmark: _Toc525316022]Voided envelopes
In some cases, it will be necessary for the OBAS Acquisition Analyst to void a DocuSign envelope.  Typically, this will occur when one or more signatories will not eSign a document, because there are required changes to the underlying document.  When this happens, the current envelope will be voided and a new, replacement envelope will subsequently be sent.
After the Acquisition Analyst has voided an envelope, all recipients who have received the envelope will receive an email indicating that the envelope has been voided, and a large VOID watermark will be displayed on every page of the voided document:



	Email:
[image: ]
	
	Document:
[image: ]

Note: ‘VOID’ is repeated on each subsequent page…


7. [bookmark: _Toc525316023]Q&A:
7.1. [bookmark: _Toc525316024]How do I know the document being eSigned has been signed by all parties?
· DocuSign automatically emails all parties (including the CC’s) that the document has been completed:
	Email:
[image: ]
	
	Document:
[image: ]



· After clicking on View Completed Document in the accompanying email, you can also access the DocuSign certificate, which should say Completed.  There are two ways you can accomplish this:
· Other Actions > View Certificate 
[image: ]
	Note: your browser settings may prevent this approach, in which case you should follow the second approach outlined below.  For example, your browser might give you the following error:
[image: ]


· Or, you can download the certificate to view it:
[image: ]
…after working through the various browser/system prompts you might receive, you will see files for each of the eSigned document, as well as the certificate (which you can, then, view and print):
[image: ]


· DocuSign certificate, showing the status as Completed:
[image: ]
7.2. [bookmark: _Toc525316025]When can the I commence work?
Once you have been contacted by the DGS Contract Administrator.
7.3. [bookmark: _Toc525316026]How do I save and/or print an eSigned document for my own records?
· To only print the eSigned document:
[image: ]
	Note: your browser settings may prevent this approach, in which case you should follow the second approach outlined below.  For example, your browser might give you the following error:
[image: ]


· Otherwise, follow the steps outlined above for downloading and viewing the certificate, in order to save and/or print the eSigned document (as well as the certificate, if you want):
7.4. Who do I contact about OBAS’ eSignature process, if I have questions?
All questions regarding the given procurement should be directed back to the OBAS Acquisition Analyst handing the procurement (via the From: email address on the original Award Notification Email).
[bookmark: _GoBack]Questions specific to OBAS’ eSignature process should be sent to OBASHelpline@dgs.ca.gov.
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In order to “award” the contract, we need the attached documents completed and
returned within 5 days of this email. Please forward these via email to my
attention. The insurance documents may require additional time for completion,
S0 please don't hold off forwarding all other requested documents. Once the
completed documents are received from your company and the information is
analyzed and accepted, the contract can be officially awarded and I will send you
the contract package for signature.

STD 204 Payee Data Record (attached)

Bidder Declaration(attached)

Commercially Useful Function Certification (attached)

Certificate of Insurance and Endorsements: Please also send an insurance
certificate and its endorsements as this is a requirement in Exhibit D, Section
8 of the prospective contract (attached).

In addition to the attached documents, can you please provide this additional

o Name, title, and address of the person who will sign the contract for your
business

o Confirm your legal business name

o Name, title, address, phone number and email address of the Contractor’s
Contract Administrator as specified in Exhibit A, Section 2.A of the
prospective contract (attached).

The signatory will receive an email from DocuSign with instructions to
e-sign the contract.

DocuSign offers the
enable this option, please provide the|

1 will email you the contract to

print, sign and mail back to my attention

Thank you very much
Please let me know if you have any questions
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Pest Management Vendor
2 helem ol amaorg through  December 31, 2019
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3. Themaximum $200,000.00
of this Agreement
4. The parties agree to comply with the terms and conditions of the following exhibits which are by this reference made a
part of the Agreement.
Exhibit A~ Scope of Work 9 Pages
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3. Themaximum  $200,000.00
of this Agreement

4. The parties agree to comply with the terms and conditions of the following exhibits which are by this reference made a

part of the Agreement

Exhibit A — Scope of Work

Exhibit B — Budget Detail and Payment Provisions
Exhibit B — Attachment 1, Cost Sheet

Exhibit C* — General Terms anfl Conditighs

Exhibit D — Spegial Terms and Conditions

9 Pages

2 Pages
6 Pages

GTC - 04/2017

3 Pages

Items shown with an AsteriSk %), Al hereby incofp@rated by referencé ad made part of this agreement as if Aitaghed hereto.
These documents can be vieWed @l www.ogs.ca.qWls/ResourcesfSiandardConliett angliate aspx.

IN WITNESS WHEREOF, this Agreement has been execuited by the parties heréto.

CONTRACTOR

‘CONTRACTOR'S NAME (i otfher than an indidual, tate whefher a corporaton, partnership, etc)

Pest Management Vendor

B

e T

DATE SIGNED(Do ot %)
August 20, 2018

PRINTED NAWEAND TFLE OF PERSON SIGNING
Richard Chii Precident

California Deparment of General
Services Use Only.





image15.png
Thu 8/16/2018 10:19 AM
DocuSign Demo System <dse_demo@docusign.net>

Completed: Please DocuSign: STD 213 Sample 10004 w Exhibits.pdf
To  Mialters, Matt@DGS

(@ there ae problems with how this message i displayed, clck here o view it na b brovser.

UGS

GENERAL SERVICES

VIEW COMPLETED DOCUMENT

Margaret.ONeil. Contractor@dgs.ca.gov

Margaret ONeil

Al parties have completed Please DocuSign: STD 213 Sample 10004 w Exhibits.pdf.

Powered byDocuSign,




image16.png
DocuSign Envelope D: £3518205 £33 452D 230F C228838F 3241

DEMONSTRATION DOCUMENT ONLY
"PROVIDED 8Y DOCUSIGN ONLINE SIGNING SERVICE

280 3 Ave. Sote 1700 - Seate - Washinglon G810+  (206) 21

STATE OF CALFORNA oA St
'STANDARD AGREEMENT
STO213 (Rev 0603) aRemET RER
‘SampleNEWStd213Templ-20180823
Test123456
7 _This Agresment is entered into between the Stale Agency and the Contractor named below:
Department of General Services
Test Contractor
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Agreementis:  Seplember 12018 wiser  thOUGN  December 31,2018

3. Themaximum 35,0000
o this Agreement _Thiry eight thousand dollars and zero cents

4 The parties agree to comply with the terms and conditions of the fallowing exhibils which are by Tis reference made a
part of the Agreement.

Exhibit A — Scope of Work Pages.
Exhibit B — Budget Detail and Payment Provisions Pages.
Exhibit B — Attachment 1, Cost Sheet Pages.
Exhibit C* - General Terms and Condiions GTC 042017
Pages.

Exhibit D — Special Ters and Conditions.

Hems shown with an Aserick (), are hereby incorporated by reference and made partof this agreement as f atached hereto

These documents can be viewed at s dgs 2 govlle Resources/StandardContrsct anquage sepx.

IN WITNESS WHEREOF, this Agreement has been exccuted by the paries hereto.
Calforia Deparament o Geneal

CONTRACTOR| o,

4100 Arden Way
‘Sacramento, CA 95812

'STATE OF CALIFORNIA

Department of General Services

Office of Busi isition Services
o s
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Margaret 0'Neil 065 Approver
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707 3" Street, West Sacramento, CA 95605
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