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Abstract

The purpose of this document is to help answer questions that Users might have
about OBAS’ eSignature process
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OBAS eSignature Process — Contractor Information Sheet

1. 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. Scope:

All STD 213 contracts that are under OBAS’ delegated authority, for which the Contractor has agreed
to eSign.

3. Requirements:

- Contractor’s agreement to eSign, which will be requested in OBAS’ standard Award Notification
Email:

0 When the email will be sent in the overall contracting process:
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0 Example of the Award Notification Email:
Yellow = Key points in existing Award Notification Email.
Green = New key points for electronic signature

Congratulations! It appears Company XYZ is the apparent lowest responsive
Bidder for the ABC contract opportunity.

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,
so 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 | will send you
the contract package for signature.

Please complete and return the following documents to me via email:

e 5TD 204 Payee Data Record (attached)

o 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
§ of the prospective contract (attached).

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

information:

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

e Confirm your legal business name

+ 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).

DGS offers the option to sign this contract electronically (e-sign) via DocuSign. If
you consent to e-sign, please provide the email address for the above named
signatory. The signatory will receive an email from DocuSign with instructions to
e-sign the contract.

DocuSign offers the option to have another representative from your organization
to be notified via cc when the contract is sent to the signatory. If you would like to
enable this option, please provide the name and email address of the individual
fo be cc'd.

If your organization does not consent to e-sign, | 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.

- 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”).
O https://support.docusign.com/en/guides/ndse-user-guide-system-requirements

4. Steps to eSign:

Note: all information listed in this documentation below (names, email addresses, and other
information) is for illustrative purposes only.

Last Updated:
September 20, 2018 at 5:38pm 8-eSignature-Contractor-Information-Sheet.docx Page 3 of 9



OBAS eSignature Process — Contractor Information Sheet

4.1. Standard procedure

- After receiving DGS’ “eSignature trigger email”, click Review Document:

4 Demo System <dse demo@dacusign.nets

DGS contract form (STD 213) - Richard Chu

JGS

GENERAL SERVICES

Matt Walters sent you a gocumant ko revsew and sion
REVIEW DOCUMENT
Matt Walters.

Matt Waltersfhdgs ca gov

[This will be the standard message wording)

Do Not Shars This Emall

- Inthe browser window that appears, click Continue:

- O X
& btps/demc docusignnet £ = @ DocuSign© | & Details | Doculign & DocuSign
File  Ede m Favortes  Tools  Help

Please Review & Act on These Documents nEs
Matt Walters
‘State of Califomia Depanmant of General Senices (TEST) Pvrsa iy DocuSign,

{This will B the Standand MeSanqe wonding)

Please review the documents below. m OTHER ACTIONS

- 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:

& hitps://demo.docusign.net O ~ @ DocuSign...© || & Details | DocuSign  DocuSign 1

File Edit View NETLHEN Tools Help

Please review the documents below. FINISH OTHER ACTIONS

@ Q ¥Wwd o ]

DEMONSTAATION DOGUMENT ONLY

PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

999 319 Ave, Suls 170D + Seattie + Washinglon 98104 + (206) 219-0200

START STATE OF CALIFORNIA ww’f;m::ig" s Seatle < Weashington (208 g
STANDARD AGREEMENT
STD 213 (Rev 06103)

DocuSign Envalope ID: BEB03AE3-94D6-40E3-8FBE-2BBA0A1 12646

AGREEMENT NUMBER
Sample 10002
REGISTRATION. NUMBER

. This Agreement is entered inta between the State Agency and the Contractor named below:
STATE
Department of General Services, Office of Business and Acquisition Services

CONTRACTORS NANE
Pest Management Vendor

2. The term of this e through December 31, 2019
. Irous lecember .
Agreement is: or Upon DGSIOBAS approval, whichever is later :
3. The maximum $ 200,000.00

of this Agreement
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- After you have navigated to the eSignature tag (), 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).
- a x
# hetps://deme docusignnet, © = @ DocuSign... & & Details | DocuSign & Doculegn
File Ed View Favorites Tools Help
Dione! Select Finsh to send the completed document. FINISH DTHER ACTIONS
Q Q&8 0 [
e e i
Caitornis Departmant of General
CONTRACTOR Sarvices Lew ﬁ:b‘ ~
CONTRACTOR'S MAME (i oifver Wiy o i, siade whwilo @ compovalion, pasiverain, ok )
Pest Vendor
Y e, DATE SIGNED{Do nof iypel
= F‘wi {JIJAA August 13, 2018 | BJ37 PM POT
T
Richard Chu, President
E OF CALIFORNIA
i /28, Office of Buginess and Acquisition
o e e
Fanmgipor GG 14616
e
07 3 Street. West Sacramento, CA 95605
£TD 213 Sample 10002 w Fhabity pof 1of21
DacuSign Eralapa ID: SERIRARY-04DE-L0F 3 AFBE- PBAINAT DAAS ol
Powaeod by DoculRiges. & Change Lancusce - [ngish 115 T | TarmaOfUsef ey T | Gopyeght © 20110 Doeution e | van

- 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:

v v
Log in to DocuSign = e x

A copy of this document has been saved fo your DocuSign account. Please
log in to view it.

Email
Matt. Walters@dgs.ca.gov

LOG IN NO THANKS

4.2. When you access a DocuSign envelope, but are not ready to eSign

Sometimes you might click on the link in DGS’ “eSignature trigger emai

|”

to review the

document, but are not yet ready to eSign it. In this case, click Finish Later:

FINISH

1R |

Decline to Sign

@

DEMONSTRATION DOCUMENT ONLY

PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

999 3rd Ave, Suite 1700 - Seattie « Washington 98104 « (206) 218-0200
www.docusign.com

Gontact eSign Admin

About Docusign &

AGREEMENT NUMBER
SampleNEWStd213Templ-20180823
REGISTRATION NUMBER

Test123456

ntractor named below:

View Histary

View Certificate (PDF) &

Session Information
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4.3. 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
DocusSign envelope.

FINISH OTHER ACTIONS
b @ ‘ Finish Later |
Decline to Sign
Contact eSign Admin &

About DocuSign &

RATION DOCUMENT ONLY
BY DOCUSIGM ONLINE SIGNING SERVICE

700 + Seattle + Washington 98104 « (206) 219-0200
www docusign.com

AGREEMENT NUMBER
SampleNEWStd213Templ-20180823
REGISTRATION MUMBER ficate (PDF) Lf.'
Test123456

[Fontractor named below;

Histary

on Information

5. 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. 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:
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Document:

3 Themammom  §200,00000
wrrart

| Sign Demc em <dse_demo@docusign.net:> S s Agn
¥ = = 4. The parties a07ee 13 Comply Wi the 1 of
| Vi Please DocuSign: 5TD 213 Sample 10002 w Exhibits.pdf parl of e Agreement.
W waiters, Math 8O0GS
Exhibt A - Scope of Work @ Pages

Fanioit B — Buriget Detal and Fayment Provisions. 7Pages.

JGS

GENERAL SERVICES

TR WA ST TP O IR SR SEPanEs
g [Te) Preseyes

Matt Walters vosded Flease DocuSign: STD 213 Sample 10002 w
Exhibits. pdf

Note: ‘VOID’ is repeated on each subsequent
Matt Walters page...

Miatt Walters ks ca gov

Please DocuSign: STD 213 Sample 10002 w Extubuls pdf has been vouded for the
fodlowing reason
Dustermined that thire is @ required change ts one of the Exhibis for this STD 213

Pt oS

Envelope ID
BIREZN-A2 TE Abeh 2407 TETdata3dTdn

7. Q&A:

7.1. How do | 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: Document:

T

T
Donutign Eeesiops £ EHIBCI-LHIMR0-500F-CINEITIN m o4 CRLINE Sibim SEHVICE

L Ey il . STATE £F EALF ORI 5 . Bt 00 - St g ol - O
p_ cu Demo Syste 2 _de do e STANDARD ACREEMENT ey

ompleted: Please DacuSign: STD 213 Sample 10004 w Exhibits. pf STO 13 s 0503

- SampleNEWStd21 3 Templ- 20180823

& with e this mestige i divplaed click hare 1o v Tostiz
1 This A [} Sinle Agency and the Cantracier

Department of General Seraces.

Tersl Cantractor
T Thewmcitha
Agreementis:  Sepmber 12018 o TR Decemne 31, 2018

GENERAL SERVICES 3. Themmsmem 5 38,000.00
of th Agreement Tty ight heusand dolars and Sers cens

4. The parkes agres I Gompty wilh (e 1M and condtions. of B folowing Sahkats Which ant by Tus relerence mads o
fart cf i Agrmemant

Exhibil A - Stope of Work Pages.
Exhibt B - Busget Detadl and Payment Previsions Pages.
Exhiba B = Azschenent 1, Cost Sheet Pages.
Your document has baen comphitad
Fxhisa €7 - Ganaral Tarms and Constions GTC - AT
[ | / Lxhiot & - Special Tema and Condbions Parges
VIEW COMPLETED DOCUMENT
Asterish 7, B
I WITHES S WHLRLOR, this -
Margaret ONeil . Cattermss Drparimer o el
CONTRACTOR
Margaret ONed Contractorfiidgs ca gov — Survives Uee Ouly
Tast Contracior
BY Aaariand Syatarej GATE SaGHES O e i
All parties have compieied Please DocuSign: STO 213 Sampie 10004 w Exhibes. pit - Eiand - August IF, 2018
v PRTED AL £
Paared Do S, Fichuard Chu, Pressdent
=
4100 Arden Way
CA 96812
STATE OF CALIFORIEA,
T .
Department of General Sernces SMaes uiing Dacusign
Offucer of Bussaness and Aoqueson Seraces
B retorrs Eypat T
. l Posgentt ot Asgust 37, 3014
AT i s 7 S R Clenmprper 0 van18
Wargaret 0'%eil DS Approver

oy
07 3 Streel. West Sacramento, CA 55605
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- 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:
O Other Actions > View Certificate

Q@ akso

DocuSign Envaloge 1D EXR1B2CH- E8S3 4890 900F C2MA38F X241
STATE OF CALIFORMA
STANDARD AGREEMENT

ETD 213 (Rav 0B40)

o =
Test123456

1. This Agreement is entered inlo between the State Agency and the Contracior named balow

CLOSE OTHER ACTIONS
1 Form Data

Hilp & Support. &
About DocuSign

View H

cate (POF) &

Clane
Dt Ghanged

Seasion Information

Departm

nt of General Sarvices

Test Contracior
2. The term of this
Agreement i

September 1, 2018

o upon DGS/OBAS approvsl whichever i latee__ 0W0Ugh  December 31, 2019

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:

Adobe PDF Document >

Protected Mode must be enabled to view PDFs in Internet Explorer's

! Enhanced Protected Mode (EPM). Either enable Protected Mode by
choosing Edit > Preferences... > Security (Enhanced) > Enable Protected
Mode at startup, or disable EPM in Internet Explorer,

0 Or, you can download the certificate to view it:

1 CLOSE

e a[iffs ©

OTHER ACTIONS

ol PO (2

Erveicps 10 EI81B2C3 ERRS-ABH0 0F ROVICED BY 007
Soparate PDOFa 5 . .

OF CALIFORNA
STANDARD AGREEMENT
o)

5TD 213 e €

Std213Tompl-20180823

Test123456
1. This Agreemant is entered inia batween the State Agoncy and the Contractor named below

Departmant of General Services

Taes Coctencs,

...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):

= Compressed FolderTools  Please_DocuSign_STD_213_Sample_-_NEW_MS_WORD.zip - o x
Home  Share  View Extract e
A |8 « Microsoft » Windows > INetCache > IE 5> VMWFHFLB > Please_DocuSign_STD_213_Sample_-_NEW_MS_WORD zip v @/ | SearchPlease DocuSign STD_... 2

i ~ Name -
ey eSigned Document

Type C

=L STD_213_Ssmple -_NEW_MS WORD_TEMPL 20180823 w.Exhibits_(For Testing_and_Procedures) paf |

Adobe Acrobat Document

& OneDrive - DGS = = Summary.pdf
@ Archive and sw[ Certificate

Adobe Acrobat Document

Last Updated:
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0 DocuSign certificate, showing the status as Completed:

Certificate Of Completion

Form Mame: OBAS STD 213
Source Envelope:

Envelope Id: E331E2CBEE234880930FC226B38F32A1
Subject: Please DocuSign: STD 213 Sample - NEW MS WORD TEMPL 20180823 w Exhibits (For Testing and Proced...

Document Pages: 21 Signatures: 2 Envelope Originator:

Certificate Pages: 2 Initials: O Matt Walters

AutoNav: Enabled Stamps: 1 707 3rd Street

Envelopeld Stamping: Enabled West Sacramento, HIDDEN_NO_SELECT 95605
Time Zone: (UTC-08:00) Pacific Time (US & [] Matt Walters@dgs.ca.gov

Canada) ; IP Address: 185.235.122.147

Docu

EsEcumep

Status

7.2.

7.3.

When can the | commence work?
Once you have been contacted by the DGS Contract Administrator.
How do | save and/or print an eSigned document for my own records?

- To only print the eSigned document:

CLOSE OTHER ACTIONS

DocuSign Envelope ID: E381B2CH-EARI-4600-930F-C226BIAF 3241

STATE OF CALIFORNIA
STANDARD AGREEMENT
STD 213 (Rev 06103

pl-20180823

| Tesl123456

is pnierad intn betwean the Siate Anancy aod the Contractor named halow

R

1 Thich

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:

Adobe PDF Document X

Protected Mode must be enabled to view PDFs in Internet Explorer's

! Enhanced Protected Mode (EPM). Either enable Protected Mode by
choosing Edit > Preferences... » Security (Enhanced) > Enable Protected
Mode at startup, or disable EPM in Internet Explorer.

- 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 | contact about OBAS’ eSignature process, if | have questions?

Last Updated:
September 20, 2018 at 5:38pm

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).

Questions specific to OBAS’ eSignature process should be sent to OBASHelpline@dgs.ca.gov.
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