
Date: ______________________ 

DOCUSIGN ROUTING FORM 

(1) Fill out the top half of this form for any agreement or contract: 

 Mayor Signature       Council Approval Date, if applicable: ______________________ 
 City Manager Signature      
 Department Director Signature 

(2)  Project Manager or Contract Administrator prepares and secures all contract documents and obtains Risk 
Management Review of insurance documents prior to routing documents to DocuSign Admin. 

 (3)  Email all supporting documents to DocuSign Admin including agreement, approved insurance, bid recap, agenda

report if applicable, and/or master agreement, if submitting a task order or amendment. Provide a list of names and 
emails for all signing parties and which parties should receive an executed copy of the contract.
 

Note: All signing parties will receive a link via email to access a fully executed copy of the DocuSign agreement. If additional parties require an 

executed copy, indicate parties in the "Submitted by/Return to:" field below. City Clerk keeps one fully executed original.

(4)  To be completed by initiating department: (PLEASE COMPLETE THOROUGHLY)

Contractor/Vendor: _______________________________________________________ Business License No: ___________________ 

Project Title: _________________________________________________________________________________________________ 

Contract Amount: $___________________________________ MUNIS Charge Code. ______________________________________ 

Submitted by / Return to: _______________________________________________________________ Ext: ___________________ 

Special Instructions: __________________________________________________________________________________________ 

Legal: 

 This is a form agreement prepared by City Attorney’s Office. 
 (See T:/City Attorney Approved Agreements) 

  No changes were made; or 

  Changes are described or highlighted on attached page(s). 

 This is not a form agreement prepared by City Attorney’s Office. 
Previously prepared or reviewed by: ___________________________________. 

(5)   Routing Instructions (in this order please). Please check applicable boxes, sign & date when approved.

  City Clerk: Entered into Contract Tracking Log: _________________________________________________________________ 

 Document is within CM signature authority of $30,001 to $85,000 for standard agreements or $85,000 to 
$200,000 for CUPCCA agreements (eff. 7/5/17 per Administrative Policy #208, “Purchasing Policy and Procedures”) 
 Mayor or City Manager Signature (circle one) 

 Insurance documents prepped for Risk Management Review (Risk Management has sample documentation, if needed) 

 Consultant Statement of Economic Interest (Form 700) required   

  City Attorney:    Reviewed/Executed: _________________________________________________________________________ 


  Risk Management: ________________________________________________________________________________________ 

  Finance: ________________________________________________________________________________________________ 

City Clerk’s office will perform final processing.

*Form available from City Clerk’s Office only*

Updated July 2020

FOR CITY CLERK USE ONLY 

✔

✔
February 21, 2023

Contra Costa County Office of the Sheriff N/A Grant MOU

MOU FY2021 Homeland Security Grant Program

190,000 43100007-3613-23401, 43100007-5125-23401

Andy Brown/ Drew Olson 3553/3517

Additional Munis Charge Codes: 43100007-6720-23401, 43100007-7401-23401

✔

DocuSign Envelope ID: 91B517D7-9805-4DF1-8F36-085F17DF3F4C

3/24/2023

insurance requested 3/27/2023
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Dan Buckshi
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9259435812

Walnut Creek

Dan Buckshi

1666 North Main St

buckshi@walnut-creek.org
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Dan Buckshi

4/3/2023
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