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MD Anderson (MDA) has incorporated DocuSign (Digital Transaction Management software designed to safely 
and securely manage document-based transactions digitally) for all contracts in the Research Contract Tracking 
System (RCTS).  

 Once all reviews and approvals are in place, a notification will be sent to the MDA Principal Investigator 
to electronically sign the contract.  

 Once the MDA PI signs electronically, the Institutional Signing Official (MDA AOR) will be notified to sign.  

 After the MDA PI and MDA AOR have signed the document,  our contracting party will be notified for 
signature.  

We anticipate electronic signatures will significantly reduce the time to execute research contracts by eliminating 
the transfer of hard copies and the ability to access the signature activity from any smart phone device.  

 

The following pages offer guidance on how to sign electronically. 

 

A sample of the type of email that is sent to facilitate electronic signature of MD Anderson contracts is directly 
below:   
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Sign a Contract Electronically 

MDA PI, MDA AOR and Contracting Parties required to sign a contract will receive an email from DocuSign  
The subject line will contain an internal MDA RCTS record id # & the MDA PI name.  Please read the email 
before hitting the yellow “Review Document” button. 

Sign a Contract Electronically

1. In the email, click Review 
Document. 

2. On the DocuSign page, read 
the Electronic Records and 
Signature Disclosure and 
then click the check box to 
agree to use an electronic 
signature.  
 
If you don’t agree or aren’t 
ready to sign, see the Other 
Actions in DocuSign section. 

 

3. Click Continue. 

4. In the document, click the 
Sign arrow to begin the 
signing process. 

5. In the signature area, click 
the Sign box. 

6. Confirm your name, initials, 
and signature, and then click 
Adopt and Sign. 

7. Click Finish and then 
Continue in the next window. 

You have completed the signing 
process. 

The log in screen appears. Sign 
in if you want to view the 
document again. 

DocuSign will send the contract 
for institutional signature only 
after all the required investigators 
have signed. 
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Other Actions in DocuSign 

Assign Signature to Authorized Signer 

If the envelope contains documents more appropriate to be signed by someone else, the signer can click 
ASSIGN TO SOMEONE ELSE from the OTHER ACTIONS menu. 

The signer is asked to provide the new signer’s email address, the new signers name and a reason for changing 
the signer. The reason for changing the signer is sent to the person that sent the document, along with the 
new signer’s name and email. 

The signer can click CANCEL to return to the document.  

Clicking ASSIGN TO SOMEONE ELSE will reassign the envelope, the sender and new signer will be notified of 
the change and signer becomes a CC recipient of the envelope. 
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Other Actions in DocuSign (cont’d) 

The DocuSign Other Actions also include options for signing a contract later, Print & Sign (to upload a wet ink 
signature pdf) and declining to sign a contract (see following note).  

Note: Declining to sign a contract voids all signatures already on the contract and the signing process will have 
to start again. If you have questions, please contact the following: 

 OSPContracts@mdanderson.org for Private Industry contracts 
 OSP@mdanderson.org for Non-Private Industry contracts 
 CPRIT@mdanderson.org for CPRIT awards 

Sign a Contract Later 

1. If you aren’t ready to sign, 
click Finish Later to exit the 
contact.  

Return to the contract by 
clicking Review Document in 
the email you received. 

Print and Sign a Contract 

2. Click Print & Sign. 

3. To upload a signed contract:  

a. Select Upload and then 
click Continue. 

b. Click Download to 
download the contract 
and then print and sign it. 

c. Click Return Document 
to upload the signed 
document. 

d. Next, click Upload a File 
to complete the process 
and hit Finish. 

Decline to Sign a Contract 

See note above before declining to 
sign a contract. 

4. Click Decline to Sign. 
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https://www.docusign.com/how-it-works/electronic-signature 

 

 

 

 

 

 

  


