Submitting a New Contract Request with DocuSign CLM

Q Verify the availability of your contract within CLM, go to (insert link to the Available Contracts page).

Q Ensure you have all details ready:

1. Type of Agreement.

2. Primary purpose, benefit, or outcome of agreement.

3. Contactinformation of UTEP employee requesting the agreement.

4. College or Division/Departmentthat the agreementpertainsto.

5. Contractinformation of the Qutside Party with whom this agreementis being sought.
6. Brief synopsis, start date, and end date of this agreement.

1. Documentation attachments.

O Proceedin openingthe New ContractRequest Form (insert link to powerform).
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1. Previewthe Form to ensure you

I Let's get started.
have all requirements. et's get starte
2. Enter Your Full Name. IMPORTANT
3' Enter your UTEP email- Do not Initiate this form until you have gathered

ALL the information required.

Click HERE to view the form and review the
requirements.

4. Click on Begin signing. a

A new page WI” Ioad- Note: All documentation will be provided electronically.
5. Isnotrecommended to use the Requestor
Finish Later option, clickon Got it. Your Name: -
6. Readdisclosure and clickon the Ul ame |
checkboxnextto |l agree to use Your Email:
electronic records and signatures. 9' Email Address |
7. Clickonthe Continue button that
appears.

Please review the document below.

CLM Admin
UTEP Powered by DocuSign

- Please read the Hectronic Record and Signature Disclosure.

. | agree to use electronic records and signatures. ALUEL ez OTHER ACTIONS ~

6 Use the Finish Later option to continue

signing this document at a later time. Learn
more..

corrr] )




1.  Selectappropriate primary purpose, benefit, or outcome of agreement.
= Aboxwill openif“Other”is selected, please provide additional details.
2.  Selectthetype ofagreement.

= Ifthe agreementyou arelookingforis notavailable, proceed with process within the respective division.
3. Selectthetype oftemplate to use.
" Ifyouareusinga UTEP Standard Agreement,indicate hereand you do notneed to attach itto the request.
= Ifyouare using anoutside party paperoran alternative template,indicatehereand attachthe same in the documentupload area.

4. UTEPEmployeeResponsible for requesting this agreement:
= Provide yourinformation infields 1-4
" Selectthe College or Division where you are currently appointed.
5.  Summary of Qutside Party information and agreementneeds:
= Enterthe Outside Party Name, DBA, and contactinformationin fields 6-18.
= Provide a briefsynopsis (30-500 characters)in field 19.
= Indicate appropriate dates for:
= Proposedstartdate.
= Approximate end date.

" If this agreementis a renewal, provide a copy ofthe previous agreementas an attachmentinthe documents section orinclude details onthe provided field.
= If this agreementis an amendment, provide a copy ofthe previous agreementas an attachmentinthe documents section orinclude details on the providedfield.
] Forthe exchange offunds,ensure youare including amounts, costcenter,and approverdetailsifapplicable.

= Ifyouselect“yes” both amounts willopen (expense and revenue),ifone does notapply simply put$0.00in thatfield.

Indicateifchanges are needed to the UT standard contractinsurance provisions.
= Selecting “Yes” willopenthe listofinsurance.
. Selectthe appropriatetype ofinsurance.
= Also, a boxwill opento provide more details,you mayinclude as many as possible.
6. Documentupload
= Proceedinuploadingany applicable documentsto aid inthe approval ofyourrequest.
= Click onthe clipboard icon—This will open the attachments pop-up box.
= Youmayusethe “Upload a File” buttonto upload one documentatatime and clickon “Done” whenyouhave submittedall.
= Ifyouindicated the use of an externaltemplate, followthe instructionsto upload a copy ofthe MS Word onto the Repository and enterthe same name in the field.
1. Selectatargeted effective date.
= Ifthe date selectedislessthan3monthsfromtoday, please provide detailsin question 28.
8. Youmustcertify both statements under question 29 and 30.
= Onceyouhave agreedto both,you willbe able to complete the form.
] NOTE:If the “Finish” button does notappear,go back and ensure youhave completed all required fields.
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Save a Copy of Your Document

¥

()

12. Make sure you save a copyforyourrecords, clickon “Download”. Your document has been signed

If you would like a copy for your]’records. select Download or Print and
save.

DOWNLOAD PRINT CLOSE

What happens next?

An email notification will be sentto you with approval/rejection.

v

Request College/Department

Review

A d?
Submitted PPIOYE
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Division Review

The Division Point-of-contact
proceeds with next steps
accordingly:

Internal Review
External Review
Execution/Cancellation




Contract Request for Office of Research and Sponsored Programs (ORSP) Rejected

«
ES Elida Stroup via DocuSign CLM <mailman+ua u

- . To Stroup, Elida J (Ellie) ‘Wed 5/10/2023 221 PM

Is my contractrequestapproved?

The College/Department/Division Pointof Contactwill review your request for a ﬁrﬁ,
new contractand proceed with determination. An email will be sent to you with
the outcome.

This email is to inform you the contract request form you submitted on 5-10-

R e i e cte d : 2023 was rejected
D If the incorreCt COlIegE/Department/DiViSion iS SeleCtEd Wh”e Su bmitting’ the Comments: Request Form Approval Reject by Elida Stroup (on behalf of
requestwill be rejected, and a new request must be submitted. N0 ORSP) o 102023 2122091 Pl commert

O If determined thatthe requestis not approved for anotherreason, you will
receive any additional information entered by the pointof contact.
Approved:

Thank you.

Contract Request for Special Events Approved

O If approved, your request will proceed with the contract process which T © - < | ] ] ]
includes: .

O Internalreview: internal business partners, approvers, and legal.
O External review: outside party and internal UTEP team.
O Final determination: executed contractwith signatures, or cancellation.

734

Hello,

This email is to inform you the contract request form you submitted on 5-9-
2023 has been approved. A confract has been created and is being sent to
the Division POC for review.

Thank you.
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