
NOTICE TO CONTRACTORS 
Execution of Contract Document at MDOT SHA

As part of increasing operational efficiency within MDOT SHA, the Office of Construction 
through the Contract A ward Division will no longer use hard copy contract documents for 
signature but will instead begin utilizing DocuSign in the Contract Execution Process. All 
Contractors will be required to fill out and submit the DocuSign Contact Informational Form. 

The start date for this process will be March 1, 2022. All Contractors are to take note and help 
MDOT SHA to move the execution process to an electronic platform. We believe this will enable all 
Stakeholders to save time and increase productivity. 

Ql: Whom should I contact for technical issues related to Contract Execution? 

Al: Contact Chief, Contract Award Division at: (443) 572-5215 or at 
eamoako@maryland.gov for questions regarding contract execution processes. 

Q2: Must I submit DocuSign Contact Information Form for every contract? 

A2: 

Q3: 

A3: 

Yes, unless specified otherwise.

Where do I locate the DocuSign Contact Information Form? 

The Link to the DocuSign Contact Information Form is here: 

-
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DocuSign Instructional Notes 
There are three parts of this presentation (Parts A-C), review carefully and follow the instructions 
below. 

PART A 

Fill out clearly and submit the DocuSign Contact Information - Refer to PART C 

Download DocuSign unto your Desktop or Laptop or Smart phone from the App store or 
Website: https://account.docusign.com/ 

Popup page below will show up on your device 

Log in with your email address, password and click NEXT (Yellow Button below) 

DocuSign· 

Log In 

EmaU • 

NEXT 

No a,ccount'? Sign up for free 

DocuSign· 

Log In 

Emeil • 

[ Eamoako@mdoLslate.md.usl 

NEXT 

No account? Sign up for free 

https://www.roads.maryland.gov/OOC_Forms/OOC117.pdf
https://account.docusign.com/
https://account.docusign.com
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Click on the Blue Button – USE COMPANY LOGIN below 

Validate your email address by picking an account from Microsoft icon 

DocuSign· 

Log In 

eamoak o @mdot~stete..:rnd.us 

Passwo:rd • 

L OG I N 

Forgot password 

USE COMPANY LOG I N 

Sign in as a different user 

I I Microsoft 

P·"' ck an account 

+ 

Er ~c A gryielkum Amoako 
E.A!moaiko@m ot.state.md.us 
Con e ed o 'Windows. 

Use another- account 
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Set up User Signature and start using DocuSign – Click on START button 

PART B 

You will receive an email as shown on the left-hand side and click on it. 

Click on the yellow button – REVIEW DOCUMENT to open file 

Automate Envelope Rout ing 

Now you can send to the right 

people based on predefined 

routing ru les. 

Learn More 

All Unread By Date v i 

DocuSign via DocuSig n 
G 

Sulkhan Shevardnadze viewed .. 12/07/202 1 
Sulkhan Shevardnadze viewed 

Eric Amoako via Docu ... 
Please DocuSign: OOC CORP C... 12/07/202 1 
Eric Amoako sent you a 

DocuSign via DocuSign 
Greg Eckard viewed Please Do ... 12/07/202 1 

Greg Eckard viewed Please 

DocuSign via DocuSig n 
Robin Di Giuseppe viewed Plea ... 12/07/2021 
Robin Di Giuseppe viewed 

D DocuSign via DocuSign 
Rick Finney viewed Please Doc ... 12/07/202 1 
Rick Finney viewed Please 

DocuSign via DocuSign 
Robin Di Giuseppe viewed Plea ... 12/07/ 2021 

Robin Di Giuseppe viewed 

DocuSign via DocuSign 
Tony Kerns viewed Please Doc ... 12/07/202 1 
Tony Kerns viewed Please 

DocuSign via DocuSign 
Le slie Clark viewed Please Doc. .. 12/06/202 1 
Leslie Clark viewed Please 

Drop documents here to get started 

or 

START,,. 

Drawing 

With drawing fields, rec ipients 

can upload or draw on images. 

Need help getting started? 

Get help w ith basic questions. 

Learn More View Our Guide 

Robin Di Giuseppe viewed Please DocuSign: OOC CORP CONTRACT BOND.pdf 

A DocuSign NA3 System <dse_NA3@docusign.net> W To O EricAgyekumAmoako 

f) Reply <~ Reply All • Forward 

Tue 12/07/2021 

Q) If there are problems with how this messa ge is displayed, click here to view it in a web browser. 
Click here to download pictures. To help protect your privacy, Outlook prevented automatic d ownload of some pictures in this message. 

Robin Di Giuseppe viewed Please DocuSign: OOC CORP CONTRACT 
BOND.pdf. 

REVIEW DOCUMENT 

At 1217/2021 111 :11 AM EST, Robin Di Giuseppe opened and viewed your documents, 
OOC CORP CONTRACT BOND.pd!. 

Powered by~ 

Do Not Share This Email 
This emall contains a secure link to DocuSign. Please do not share this email, hnk, or access code 
with others. 

Alternate Signing Method 
Visit DocuSign_com, click 'Access Documents', and enter the security codff 

9F A0447031 D54BE9AE63BCF57E80D73B3 

jmulligan
Text Box

jmulligan
Text Box

jmulligan
Text Box

jmulligan
Text Box

jmulligan
Text Box

jmulligan
Text Box


jmulligan
Text Box
Joe B.

jmulligan
Text Box
Joe B.
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Follow the relevant instructions below: 

Open your received DocuSign email to view the DocuSign Document. 

Fill out the relevant portions of the document (Contract Document). 

Do not share the email link with any one not assigned to review the document. 

DocuSign will show you were to fill out and sign, always follow the START and NEXT 
commands. 

Attach the necessary documents to the Contract Document. 

Input the email of your witness, he/she will receive an email to fill out section of the document. 

Ensure your witness fill out the section for witness. 

The Bonding company agent will also fill out pages 8 & 14. 

Pages 12 & 18 should be filled out clearly. Note that the name listed in the Power of Attorney 
should be clearly stated as Attorney-in-Fact. 

When complete click on the FINISH command when it pops up. 

The document at this point will move to the next Assigner (Bonding Agent). 

All Unread By Date v i 

DocuSign via DocuSign 
G 

Sulkhan Shevardnadze viewed ... 12/07/ 2021 

Sulkhan Shevardnadze viewed 

Eric Amoako via Docu ... 
Please DocuSign: OOC CORP C... 12/07/ 2021 

Eric Amoako sent you a 

DocuSign via DocuSign 
Greg Eckard viewed Please Do ... 12/07/ 2021 

Greg Eckard viewed Please 

DocuSign via DocuSign 
Robin Di Giuseppe viewed Plea ... 12/07/ 2021 

Robin Di Giuseppe viewed 

n DocuSign via DocuSign 
Rick Finney viewed Please Doc... 12/07/ 2021 

Rick Finney viewed Please 

DocuSign via DocuSign 
Robin Di Giuseppe viewed Plea ... 12/07/ 2021 

Robin Di Giuseppe viewed 

DocuSign via DocuSign 
Tony Kerns viewed Please Doc. .. 12/07/ 2021 

Tony Kerns viewed Please 

DocuSign via DocuSign 
Leslie Clark viewed Please Doc ... 12/06/ 2021 

LeslieClarkviewedPlease 

Robin Di Giuseppe viewed Please DocuSign: OOC CORP CONTRACT BOND.pdf 

• 
DocuSign NA3 System <dse_NA3@docusign.net> 
To O Eric Agyekum Amoako 

I f) Reply I <~ Reply All 

Q) If there are problems with how this message is displayed, click here to view it in a web browser. 

I• fo~ard ID 
Tue 12/07/202111:24AM 

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message. 

Do Not Share This Email 
This email contains a secure link to OocuSign_ Please do not share this email, link, or access code 
with olhers. 

Alternate Signing Method 
Visit DocuSign.com, click 'Access Documenls', and enter the security code: 
5467 ACF 1 C98B4ADC8B4DED562EFBB4443 

About DocuSign 
Sign documents electronically in just minutes. It's safe, secure, and legally binding. Whether you're 
in an office, at home, on-the-go - or even across the globe - DocuSign provides a professional 
trusted solution for Digital Transaction Managementr"' 

Questions about the Document? 
If you need to mcx:lify the document or have questions about the details in the document, please 
reach out to the sender by emailing them directly. 

Stop receiving this email 
Report this email or read more about Declining to sign and Managing notifications. 

If you are having trouble signing the document, please visit the Help wrth Signing oage on our 
Support Center. 

I" Download the DocuSign App 
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When all assigners sign off on the document you will receive an email with attachment which 
reads VIEW COMPLETED DOCUMENT. 

Download the attachment and save a copy on your device. 

You have completed the DocuSign Yellow Book process at this point. 

All Unread By Date v i 

DocuSign via DocuSign ~ 
Completed: Please DocuSign: . 12/07/2021 

Your document has been 

Eric Amoako via Docu. .. 
Please DocuSign: OOC CORP C... 12/07/202 1 

Eric Amoako sent you a 

DocuSign via DocuSign 
Stephen Bucy viewed Please D ... 12/07/202 1 

Stephen Bucy viewed Please 

DocuSign via DocuSign 
Stephen Bucy viewed Please D ... 12/07/202 1 

Stephen Bucy viewed Please 

DocuSign via DocuSign 
Victor Grafton viewed Please D ... 12/07/202 1 

Victor Grafton viewed Please 

DocuSign via DocuSign 
Steven Raymond Brown Jr. vie ... 12/07/202 1 

Steven Raymond Brown Jr. 

DocuSign via DocuSign 
Raymond Brown, Jr. viewed Pie ... 12/07/202 1 

Raymond Brown, Jr. viewed 

DocuSign via DocuSign 
Sulkhan Shevardnadze viewed .. 12/07/202 1 

Sulkhan Shevardnadze viewed 

G 

D 

Completed: Please DocuSign: OOC CORP CONTRACT BOND.pdf 

• 
DocuSign NA3 System <dse_NA3@docusign.net> 
To O Eric Agyekum Amoako 

~ Reply <~ Reply All • for 

Tue 12/07 

(D If there are problems with how this message is displayed, click here to view it in a web browser. 
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message. 

1:::1 ooc CORP CONTRACT BOND.pd! v 11:i:1 Summary.pd! v I 
}.. 2 MB .!::_ 191 KB 

~-------------~ 

Your document has been completed. 

VIEW COMPLETED DOCUMENT 

All signers completed Please DocuSign: OOC CORP CONTRACT BOND.pdf 

Powered by~ 
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PART C 

Fill out clearly and submit the signed DocuSign Contact Information to the email address on the 
Form. 

DocuSign Contact Information Form 

Here is an example of an unsigned Low Bid Letter 

Gllllni:son Finance~ LLC 
DBA Pittman's Tree ,& Lan.dscaping 
•6.H South Roya] A nnue 
bont Ror a~ tirginfa 22630 

De.ac Sir fadmn: 

M 
MARYi.AND D ISPAIUM E Nlr 

OF' il"RA.NS PO R: AllON 

STATE HIGHWAY 
ADMI ISTRATION 

.January 18, 2-011 
N o1i0eaticm Date -------

RE: on1rad o.: 4290721414 
F . .A..P. o.: ''FATE 

L.arryMOOJa 
G:7,;,lf'Di' 

Bo;-d K- Rti:IErfbrd 
U:G<:M!m<ll' 

Jarms I=. Pora, .k. 
Samila,fy 

Tim S• h, P.E. --

De:!impticm: Bru:!h and T.reeCiottin and 
tump Remowl at llriou:!I, Location:!, in 

C'.eei]County 

Y om bid for the contract opened on _Januan- 0 6, 20~~-is apparently the lowest competitive bid. 
You ha, e (1 0) business days from i:eoeipt of this letter to &nbmit an MBE Schedule of Pad:icipa1tion and 
Experienoe & Equipment Form to this offioe at 7450 Traffic Drive, Hano,;er, Maryland 210·76. 
l'\IDOI SHA hereby requests that )·011 pro,ide y,om· comp,:my 's Corpot·ate R ,esolutionl 
Siguarure A uthotization Lettet· a,i pa1·t of your E1:perienee an,d Equipment Statement. 

• .\Ji pa1·1 of inn-easing operntiona] efficienc-y mtlnn_ IDOI SHA, the Contrad AwardDhision will 
n.o longer use bard eopy contract documents for sign.a.tut"t' but 1"ill instead begin utilizing 
DocuSign ill t.he Contract£ncution Process. Pfea se complete and t>et t".11 the enc 1osed DocuSigu. 
Contact Infonnatfon F Ol'Dl 1"ith )'Ollf submittals to ,enable ll'l to e:xpedi:t,e this process .. 

A:s you know, prior to award ofMDO1' HA contracts, aU bids must be ,; erifie,d and subject to analysis 
by comparison to the Engineer's E:st:imat,e. If'this is f'avorab]e and ilie bid h11s hov.rn responsivene;gs and 
responsibility, your fum may be aWll!rded th.e project upon eitecutio11 of the enclosed forms by y ouc fum: 

1. On l:he Cettifred MBE Utiliz.atiao and air So.licitation Affidavit. submitted with your bid, you 
cltec.ked indicating that you were abJe to acbie,,e the MBE padicipation goal and the subgo for 
Women-Owned ~ffiE finns and lhe subgoal for Africa!l-American mYned MBE firms. 1 agree 
th at the ~IBE fum.s l:isted in the MBE Pa:rticiipat.ion Schedule - Pad 2 of the MOOT MBE F ollll B 
(State-Fllllded Comrac,ts - Bids On]y) w:ill be U-sed to accomplish the MBE pait:icipation goal 
for this Contract for at le.ast the dollar amounts set forth therein. 

https://www.roads.maryland.gov/OOC_Forms/OOC117.pdf
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Pilge2 

2. Additional MBE Documentation 

I understand that if I 111I11 notified (hat I am the apparent awardee o:r as requested by the Procurent!.!nt 
Officer, 1 m11s,t submit the fo]lowing documentation wi1!hirn JO business day of receiving such. 
notice: 

(a) Outreach Effort Compliance Statement {MDO MBE Form C - State-Funded Contracts 
- Bids On I&); 

(b) Subcontractor F'roject Particip!1!tio11 StatCflfl,nt (MDOT MBE Form D - Sil!l Funded 
Contracts - Bids Only); 

(c) MBE Waiver Request doc-umenbrti:on per COMAR 21.1 I .03 .11 (if waiver was l'equcsrad); 
and 

(d) Any oth~'t" doc11mcn1a11on required by the Proc,urerneJ11.t ,Officer to a51;:ertain biddr;:r's 
rcsponsibili y .in cooneotion witl'1 tbe certified M""BE partic,ipation goo!. 

I 11i;knowledge that if I fai l 10 return. each completed document (in 2 (8) U,rough (d)) within the 
required time, the ProC11ren1ent Ofticer may determine t.hat I am not . pon ible and therefore not 
eligible for eot1trn.ct award. 

3. Experience and &j;uipmcnt Ccrtitical:ion Fonn. 

As a cot1dition of COMAR, Titto 2], ll MDOT SHA Contract ;wrd.'<; mu& be po--sted in eMaryJand 
Marketplace Advmi1agc: (r:MMA). In onkr for MDOT SI IA IO post: an award, the awardoc mus-t be 
registered with eMMA. MDOT flA he«:by reque~s lt!Jlt )'Our tinn. register wifu eMMA if you have not 
already done so. You mll-J regi. ter at hr :/I entm1n;yland,it1\I/ . Please oomplctc all areas oflhe 
applicatio11 an.d ph:~ maJke note that this regisrration process must be 11e11.ewed annually. A otioe to 
Procoed w· I not he is,·ued until your tinu has registered wilh e MA, thus 11l~owing for tlile aw·ard to be 
post.cd on cMMA. 

Uyou have any ,questions please contact fr. Bric Agyekum Amoako on (44' ) 572-5215. 

im,c.cly, 

teplleri A. Duey, P.~ 
Director, Office of Construction 

SAB: sat 

https://procurement.maryland.gov



