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USER’'S GUIDE- ASSET MANAGEMENT DOCUSIGN FORMS

OVERVIEW

This user guide will help navigate the process for completing Asset Management DocuSign forms.

PROCESS OVERVIEW

When the DocuSign form opens, complete the name and email address of each signer/approver that appears. As
different forms require different approvals, the input boxes will vary by form. Some examples include:

PROPERTY MANAGER - For the department completing the form

Property Manager
Your Name: *
Your Email: *
PROPERTY CUSTODIAN - For the department completing the form

Property Custodian

MName:
Full Name ‘

SRA COORDINATOR - Must be completed for all assets within Funds 520-570. Enter the SRA Coordinator
responsible for your department. (Coordinators and their department ranges can be found at
https://www.research.fsu.edu/research-offices/sra/staff-assignments/post-award-staff-assignments/)

Your Department's SRA Coordinator

Name:
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DDDH - The department's Dean, Director, or Department Head

DDDH

Name:

‘ Full Name

Email:

‘ Email Address

After completing the first page, select Begin Signing. Next, fill in all applicable sections. Note that the RED highlighted
areas are required. Select FINISH when done. You must complete, sign, and submit the form in Docusign for it be

moved along to other signers.
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