Steps to sign contract for providers

1.You will receive an email
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2.You can click on view the screen will change for you to sign in.
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3.Click on Contracts
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4.Select your program from your que

5.The next screen will be like this click on preview contract
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Fiscal Period

Contract 123
Number

Renewal  First
Number

Contractsd  550,000.00
Amount

Contracted  Fifty Thousand dollars
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First RENEWAL TO AGREEMENT NO.123456 FOR CTAC
BETWEEN THE CHILDREN'S TRUST OF ALACHUA COUNTY AND
Test Agency.
THIS First RENEWAL TO THE AGREEMENT, made and enterd into this {XM:comp_day_csc_signed_date}day of
{XM:comp_month_csc_signed_date}a 0. 20{XM:comp_year_csc_signed_date}, between the Chidrens
Trust of Alschua County established pursuant to Section 125.901 Florida Statutes and Alachua County Ordinance 18-03,
hereinater referred to as the “CTAC," and Test Agency, a non-profit corporation organized under the laws of the State of Florida,
hereinafter caed *Agency.” Collctively hereinafter CTAC and the Agency are referred to as the *Parties’
WITNESSETH
EREAS, pursuant to Request for Funding Propossls 22.03, the Parties hereto previously entered into the Agreement
0123456 for CTAC betwezn the Chilsren's Trust of Alachua County and Test Agency dated (the *Agreement) for the provision of the
CTAC providing funds to the Agency for their program, Mentoring - TESTTransportation Collaborative; and,
WHEREAS, The CTAC wishes to renew contract 123456 to continue services for FY 2024-2025; and,
WHEREAS, The CTAC Board has approved the Trust's 2024-2025 program bud funding for the services to children
and their femilies,
NOW, THEREFORE, in consideration of the mutual promises and covenants contained herein, and other good and valuable
considerstion, the recelpt and sufficiency of which is scknowledged by the Parties, the Parties hereby agree to amend the ™

6.After you have viewed, your contract click send to 2" Agency Signer. If there is one agency
signer, you will click on send to CSC attorney.
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Allocation 20089

Contract 123456
Number

Renewal  First
Number

Contracted  $50,000.00
Amount



See below for what the signing screen looks like for the first agency signer. Sign then click Send
to 2™ Agency signer
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7.After signing click on send to 2" Agency signer.

The second agency signer will follow the same steps except they will click on send to CSC
Attorney to sign.
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Then click on send to CSC Attorney signer after signing.

If you have questions don’t hesitate to contact your contract manager.

The workflow is:

Agency Signer

2" Agency Signer (if applicable)
CSC Attorney Signer

CSC Executive director



