Instructions to Locals to Obtain Legal Signers for DocuSign 		
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[bookmark: _Hlk187653226]INDOT uses DocuSign for electronic signatures on INDOT LPA Contracts and Local Roads and Bridges Matching Grant Agreements.  To prepare for using DocuSign, locals must provide INDOT with contact information for the person(s) who have Legal Binding Authority to sign contracts on behalf of the local agency. 

Please complete the Legal Signer Information below, include your local agency’s mailing address, and return it to me as soon as possible.

Definition of Legal Binding Authority: 
A person with legal authority to bind the agency, demonstrated by one of the following:
· Mayor (authority established under state law).
· Ordinance granting signature authority.
· Resolution assigning signature authority.
· Meeting minutes delegating authority.
· Multiple signatures from a quorum of Commissioners, Board of Works, or Town Council.

Before routing a contract for signature, INDOT must have: 
· Signer Name: = Full legal name.
· Signer Email: = Direct email for the signer.
· Signer Cell Phone Number: = Used for DocuSign identity verification via text (preferred method).
· Alternative Means of Signature Verification: = If no cell phone is available, DocuSign will send an email containing the authorization code.

Complete the following required information for legal signer(s) and return to INDOT. 
· INDOT requires only one legal signature per contract.
· Cities with a mayor do not need an ordinance; mayors have the authority under state law.
· All other local governments must provide an ordinance identifying who has authority to sign contracts.

	Required Information is below:

	Type the Legal Signer Information below:

	1 – Signer Name:
1 – Signer Email:
1 – Signer Cell Phone Number:
	

	2 – Signer Name:
2 – Signer Email:
2 – Signer Cell Phone Number:
	

	3 – Signer Name:
3 – Signer Email:
3 – Signer Cell Phone Number:
	

	4 – Signer Name:
4 – Signer Email:
4 – Signer Cell Phone Number:
	



	Locals Mailing Address.
This mailing address will be included in the INDOT LPA Contract.
	



For further instruction, please visit our website at https://www.in.gov/indot/doing-business-with-indot/local-public-agency-programs/ under INDOT LPA Contracts or call your District Program Director if you have any questions.
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