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DOCUSIGN – CONTRACT REQUESTS  
Launch Date: November 13, 2023  
 

PROCEDURE FOR CONTRACT REQUESTOR  

STEP ONE NAVIGATE TO HTTPS://WWW.PNW.EDU/BUSINESS-
SERVICES/  AND CLICK LINK UNDER THE TYPE OF CONTRACT 
REQUEST BEING SUBMITTED (FIGURE 1), SIGN INTO DOCUSIGN 
AND THEN TEMPLATE WILL AUTOMATICALLY OPEN, THEN SKIP 
TO STEP 3.  

Figure 1 
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Step 2 If signing in through DocuSign from the Purdue OneCampus portal 

 
On the top of the page navigate to Templates and on the left side of the screen click All Templates 
(Figure 2). On the right side of the screen under All Templates, you can scroll to locate the contract 
request template or search in the “search All Templates” box located at the top right.  

The following contract request templates are available with a brief description of when to use each: 

• PNW- Speaker Contract Request – when an individual or organization is coming to speak at 
PNW or speak virtually to a PNW audience. 

• PNW- Consultant Contract Request – when an individual or organization will work with PNW 
to consult on a project. 

• PNW- Entertainment Contract Request - when an individual performer or organization is 
coming to provide services for entertainment activities at PNW. 

• PNW- Professional Services Agreement Request - when an individual or organization will 
provide professional expertise to PNW.  

Figure 2
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Step 3 Once the contract request type is determined, utilize the form needed to 
complete the request  

 Click on the black box on the right or top of page that states “USE” as shown in (Figure 3) and (Figure 
4). This will automatically populate the next page for entry.  

Figure 3

 

Figure 4 
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Step 4 The add recipient page will automatically open – Action will need to be taken 
with the following recipients: Requestor, Department Approval, and Grants  

 The REQUESTOR FIELD (Figure 5) will require the requestor’s name and email address (only 
@purdue.edu or @pnw.edu).  Contracts cannot be requested on behalf of another requestor.  

The DEPARTMENT APPROVAL FIELD will require the requestor’s department head’s name and 
email in the Department Approval field.  

Figure 5 

 

 

 

 

 

 

 

 

 

 

The GRANTS box is automatically loaded for every request but is only needed if grant accounts 
are going to be charged for any contract costs.  If the account number that will used for funding is 
not a grant account, please click the trash can on the right of the Grants box to delete it. 

 

The Business Managers Office, Contracts, and Viewer are prepopulated and cannot be altered (Figure 6). 

Figure 6
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Step 5 On the same page under add recipients’ section, the ADD MESSAGE field is 
required to be completely filled out 

 In the Email subject line, the following is required to be filled out: Account Number, Amount, and 
Department Name (Figure 7) Complete these fields with details of your request.  

Note: If the characters remaining run out there are a couple of options: delete any unnecessary 
spaces, abbreviate the department, or add additional information to the Email Message Box.  

Figure 7 

  
 

Step 6 After step 4 is complete, click the “send” button (Figure 8) at the bottom 
right of the page.  A prompt will appear, click “sign now” (Figure 9). 

 If you need more time to gather information to complete the request, you can click the “sign later” 
button and the request can be located on the home page, under “action required” (Figure 10) or in the 
envelope inbox and click the “sign” box to enter the contract request form.   

Figure 8 
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Figure 9 

 

 Figure 10 

 

Step 7 The form will open with a dialogue box and click “Continue”. (Figure 11) 

 Figure 11 

 
 

Step 8 Fill out the contract request form. See the attachments with more details for 
each type of request at the end of the training document.  

 Attachment A – Speaker Contract Request 

Attachment B – Entertainment Contract Request 

Attachment C – Consultant Contract Request 

Attachment D – Professional Services Agreement Request 

Each request form has required or optional boxes to complete with details. 



7 

Step 9 After completing all required details, the requestor can add any additional 
documents to the request, and then to finalize the requestor would click the “sign” 
button (Figure 12) 

 Next to Vendor Contract – Supporting Documentation for review, there is a paperclip icon in yellow. 
This field is optional and only needed if the requestor has information to share in addition to the 
information already completed in the contract request (for ex. Invoice, quote, proposal, etc.). 

Figure 12 

 

 

Step 10 The last step is to click the “Finish” button (Figure 13).   

 Once the finish button is clicked, the document is sent to the department approver.  

Once the department approver reviews and approves, the document is sent to Grants (if applicable) 
for review and approval, then to the Business Manager for review and approval, and then to the 
Contracts Department for contract development.  If at any point during the process, the contract 
request is declined by an approver or voided by the requestor, notifications are sent to the requestor 
and any approver prior to the decline and the request is voided. For example, if the requestor submits 
the contract request, department approval is given, and then the Business Manager declines to 
approve, the Contracts department would not be aware the contract request was submitted.  

Note: DocuSign sends email notifications as the request moves through the system.   Please 
watch your email for DocuSign notifications. 

If you need assistance, please email PNW Contracts at contracts@pnw.edu.  

Figure 13 
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ATTACHMENT A – SPEAKER CONTRACT REQUEST
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ATTACHMENT B – ENTERTAINMENT CONTRACT REQUEST
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ATTACHMENT C – CONSULTANT CONTRACT REQUEST 

 

15 



11 

ATTACHMENT D – PROFESSIONAL SERVICES AGREEMENT 
REQUEST 
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