








Preparing the Department Head Approval Form for Digital Approval
Review and follow the step by step guide below to route the Department Head Approval 
Form for digital approval.  Note that this form should be sent no less than 2 - 3 business 
days prior to routing the contract/agreement for digital signature.  

STEP FOUR - Fill out all appli-
cable areas of the DHA Form 
using the Type Text edit 
option.

STEP THREE -Select Save and rename the file using the 
naming convention below:

STEP FIVE - Scroll to Signature Page of Contract and add 
“DHA Form Review Copy” in the CFO signature line.

STEP SIX - Select E-Sign from the menu tab.

STEP ONE - Access your 
Adobe Sign online portal 
through your Adobe 
account.   Click the select 
file link under the Organize 
pages icon.

STEP TWO - Drag and drop 
the DHA Form and Agree-
ment into the box.  

IMPORTANT!
Due to securities associ-
ated with Adobe Sign 
software, the document 
may not be modified 
after routing has started.  
Carefully complete 
each step as identified.

Select “Request E-Signa-
tures” from the pop-up 
menu.

File Naming Convention:
DHA_FORM_DEPT_VENDOR NAME_SHORT TITLE_FILE #

DHA_FORM - Department Head Approval Form
DEPT - Department Name
VENDOR NAME - Vendor Name used on Contract
SHORT TITLE - Type of Agreement
FILE # - City Law File Number



Standard document signatures include:
• Department Head email address
• mrussey@riversideca.gov
• FinAgreementRouting@riversideca.gov
• FinAgreementRouting@riversideca.gov

STEP SEVEN - Input ALL email addresses associated with the approvals needed on the Department Head 
Approval Form (in order).  This includes both signatures and fillable text areas.  Note: FinAgreementRout-
ing@riversideca.gov will be added twice.  

Once all email addresses are added click 
the Next button.  Each email address will be 
assigned a different color.



If necessary, assign mrussey@riversideca.gov
to this line (Type: Signature)

Field Type: Fillable Text Field Type: Signature

 

DEPARTMENT HEAD APPROVAL FORM 
Contracts/Agreements 

 
 

 
   

 
   

 
    

Budget O�ce Notes:Purchasing Notes:

Internal Use Only

*Required for all software or tech related purchases

DATE: _______________________________ PARTIES: _____________________________________

PROJECT DESCRIPTION:_________________________________________________________________

SCOPE OF CONTRACT/SERVICE: ________________________________________________________

_______________________________________________________________________________________

IF AN AMENDMENT, REASON FOR AMENDMENT (e.g., more time needed, additional scope 
added, extension permitted from original contract, etc.):

_______________________________________________________________________________________

DEPARTMENT:_______________________    DEPT. HEAD APPROVAL: _________________________

BUDGET ACCOUNT (GL Key and Object): _______________________________________________

(   )  CIO APPROVAL*: ___________________________

(   )  CFO CONCURRENCE**:______________________________
DEPARTMENT CONTRACT MANAGER: ____________________________________________________
Requirements as identified in the Agreement:

INSURANCE : ___________________________________________________________________________

BOND: _______________________________ BUSINESS TAX: ________________________________

AGREEMENT EXPIRATION DATE: __________________________________________________________

PROCUREMENT:

Verification that procurement of goods, services, construction, etc., was done in conjunc-
tion with the City’s purchasing policies and procedure:

(   )  Formal Procurement (Bid #, RFP #, panel etc.):_____________________________________
(   )  Informal Procurement (3 quotes, singe/sole source, under non-bidding threshold,    
         etc.):____________________________________________________________________________

(   )  Emergency Procurement (date, event, etc.):_______________________________________

        __________________________________________________________________________________

(   )  Requisition Number: ______________________________________________________________

(   )  Date Approved by City Council/Board:____________________________________________

Purchasing Division Validation: ______________________________   Date: ___________________

Please allow 2 - 3 full business days for the Department Head Approval Form to route digitally before initiating 
digital contract signature process.  Check DHA form progress though the audit feature.

**Confirmation procurement or budget
verifcation is not needed.

STEP EIGHT - In chronological order of approval routing, assign email addresses to signa-
ture lines and fillable text areas using drag and drop feature.  After assigning email to 
signature or fillable text area, ensure the correct field type is selected.  

Assign Department Head email 
to this line (Type: Signature)1

Assign FinAgreementRouting@river-
sideca.gov (Type: Signature)3

Assign FinAgreemen-
tRouting@riversideca.gov 
(Type: Fillable Text)

3 Assign FinAgreementRouting@riversideca.gov 
(Type: Fillable Text)4

Assign FinAgreementRouting@riversideca.gov 
(Type: Fillable Text)3

2

After assigning all signature and fillable text fields, click “Send” to begin the document routing. 

 



Preparing a Document for Digital Signature Using Adobe Sign

STEP ONE - Save the PDF from the City Attorney’s Office 
using the naming convention below.

Review and follow the step by step guide below to route a document for electronic 
signature.  Due to securities associated with the digital signature process, the document 
may not be modified after it is sent for signature.  Carefully complete each step as identified.

STEP FOUR - Prior to entering any email addresses identify the type of agency the contract 
agreement is for (Corporation, LLC, Limited/General Liability Companies, or other).

A
One from either the:

• President
• Any Vice President
• Chairman of the Board

B
One from either the:

• Secretary
• Any Assistant Secretary
• Chief Financial Officer
• Any Assistant Treasurer

Corporation:
A corporation requires two signatures, one from an officer in A and B below:

LLC:
A copy of the Operating 
Agreement is required.

Other:
Contact the CAO to review 
other forms of title ownership

Limited/General Partnerships:
Obtain a copy of the documents identifying 
the General Partner(s) authorized to 
execute documents.

If unable to obtain two signatures as set forth, 
then a Corporate Resolution is required.  A 
Corporate Resolution grants specific signing 
authority to a named individual, officer, director, 
etc., for a stated transaction and is signed by the 
Secretary of the corporation. 

1

SERVICES AGREEMENT

[**Enter CONTRACTOR’S Name**]

[**Enter in Description of Services**]

On this _____ day of _______________, 20___, the CITY OF RIVERSIDE, a California 
charter city and municipal corporation (“City”), and [**Enter in CONTRACTOR’S NAME**],
a [**Enter in entity, for example:  a California corporation, a limited partnership, a limited 
liability company, etc.**] (“Contractor”), mutually agree as follows:

1. Scope of Services.  Contractor shall furnish all labor, materials and equipment for 
and perform the work of [**Enter in Name of Project**] (“Services”).  Contractor shall perform 
the Services in accordance with the provisions and requirements of the Scope of Services attached 
hereto as Exhibit “A” and incorporated herein by reference.  

2. Term. This Agreement shall be in effect for [**Enter in:  effective date and 
termination date, for example:  for the fiscal year beginning July 1, 2017 through June 30, 
2018**], unless otherwise terminated pursuant to the provisions herein.  [**Optional:  The term 
may be extended for an additional one-year period, upon mutual written agreement of the 
parties.**]

3. Compensation.  City shall pay Contractor for the performance of the Services 
during the initial term of this Agreement a Contract Price not to exceed [**Enter in written dollar 
amount, for example:  Forty-Two Thousand Five Hundred Dollars**] [**Enter in numeric 
dollar amount: for example: ($42,500)**], unless an increase is agreed to by the parties. City 
shall pay Contractor for Services performed to City’s satisfaction on a monthly basis in accordance 
with the provisions of the Compensation Schedule attached hereto as Exhibit “B” and incorporated 
herein by this reference.  If the term of the Agreement is extended, Contractor’s compensation for 
the extended term shall be mutually agreed upon in writing by the parties.

4. General Compliance with Laws.  Contractor shall keep fully informed of federal, 
state and local laws and ordinances and regulations which in any manner affect those employed 
by Contractor, or in any way affect the performance of Services by Contractor pursuant to this 
Agreement.  Contractor shall at all times observe and comply with all such laws, ordinances and 
regulations, and shall be solely responsible for any failure to comply with all applicable laws, 
ordinances and regulations.

5. Business Tax Certificate.  As a condition of this Agreement, Contractor shall 
secure a business tax certificate to operate in the City of Riverside pursuant to Chapter 5.04 of the 
Riverside Municipal Code, and shall also secure any other licenses or permits which may be 
required.

6. Business Tax and Penalties.  Contractor acknowledges and agrees that with respect 
to any business tax or penalties thereon, utility charges, invoiced fee or other debt which is owed, or 
which becomes owed, by Contractor to City, City reserves the right to withhold and offset said 

File Naming Convention:
DEPT_VENDOR NAME_SHORT TITLE_FILE #

DEPT - Department Name
VENDOR NAME - Vendor Name used on Contract
SHORT TITLE - Type of Agreement
FILE # - Full file # located on the signature page of 
Agreement 

STEP TWO - Access your Adobe Sign 
online portal through your Adobe 
account.  Click the ”Request e-sig-
natures” icon.

STEP THREE - Click the 
“Select File” finction 
and drag and drop 
the Agreement into 
the box.  



Standard document signatures include:
• Vendor email address(es)
• CTYATTYSVCS1@riversideca.gov
• FinAgreementRouting@riversideca.gov
• City_Clerk@riversideca.gov
• EArseo@riversideca.gov

STEP FIVE - Input ALL email addresses associated with the approvals needed on the Department Head 
Approval Form (in order).  This includes both signatures and fillable text areas.  

Once all email addresses are added click 
the Next button.  Each email address will be 
assigned a different color.
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2
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4
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6
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2nd Contractor Signature:

Contractor Signature:

Finance Dept Signature:

City Clerk Signature:

City Clerk Continued:City Attorney’s Office Signature:

If applicable

1

SERVICES AGREEMENT

[**Enter CONTRACTOR’S Name**]

[**Enter in Description of Services**]

On this _____ day of _______________, 20___, the CITY OF RIVERSIDE, a California 
charter city and municipal corporation (“City”), and [**Enter in CONTRACTOR’S NAME**],
a [**Enter in entity, for example:  a California corporation, a limited partnership, a limited 
liability company, etc.**] (“Contractor”), mutually agree as follows:

1. Scope of Services.  Contractor shall furnish all labor, materials and equipment for 
and perform the work of [**Enter in Name of Project**] (“Services”).  Contractor shall perform 
the Services in accordance with the provisions and requirements of the Scope of Services attached 
hereto as Exhibit “A” and incorporated herein by reference.  

2. Term. This Agreement shall be in effect for [**Enter in:  effective date and 
termination date, for example:  for the fiscal year beginning July 1, 2017 through June 30, 
2018**], unless otherwise terminated pursuant to the provisions herein.  [**Optional:  The term 
may be extended for an additional one-year period, upon mutual written agreement of the 
parties.**]

3. Compensation.  City shall pay Contractor for the performance of the Services 
during the initial term of this Agreement a Contract Price not to exceed [**Enter in written dollar 
amount, for example:  Forty-Two Thousand Five Hundred Dollars**] [**Enter in numeric 
dollar amount: for example: ($42,500)**], unless an increase is agreed to by the parties. City 
shall pay Contractor for Services performed to City’s satisfaction on a monthly basis in accordance 
with the provisions of the Compensation Schedule attached hereto as Exhibit “B” and incorporated 
herein by this reference.  If the term of the Agreement is extended, Contractor’s compensation for 
the extended term shall be mutually agreed upon in writing by the parties.

4. General Compliance with Laws.  Contractor shall keep fully informed of federal, 
state and local laws and ordinances and regulations which in any manner affect those employed 
by Contractor, or in any way affect the performance of Services by Contractor pursuant to this 
Agreement.  Contractor shall at all times observe and comply with all such laws, ordinances and 
regulations, and shall be solely responsible for any failure to comply with all applicable laws, 
ordinances and regulations.

5. Business Tax Certificate.  As a condition of this Agreement, Contractor shall 
secure a business tax certificate to operate in the City of Riverside pursuant to Chapter 5.04 of the 
Riverside Municipal Code, and shall also secure any other licenses or permits which may be 
required.

6. Business Tax and Penalties.  Contractor acknowledges and agrees that with respect 
to any business tax or penalties thereon, utility charges, invoiced fee or other debt which is owed, or 
which becomes owed, by Contractor to City, City reserves the right to withhold and offset said 

Field Type: Fillable Text Field Type: Signature

STEP SIX - In chronological order of contract routing, assign email addresses to signature 
lines and fillable text areas using drag and drop feature.  After assigning email to signature 
or fillable text area, ensure the correct field type is selected.  

City Manager’s Signature:

After assigning all signature and fillable text fields, click “Start” to begin the document routing. 

Assign 1st Contractor Email address 
to this line (Type: Signature)

Assign ctyattysvcs1@riversideca.gov 
to this line (Type: Signature)

Assign City_Clerk@riversideca.gov to 
this line (Type: Signature)

Assign Earseo@riversideca.gov to this 
line (Type: Signature)

Assign finagreementrouting@riverside-
ca.gov to this line (Type: Signature)

Assign 1st Contractor Email address 
to this line (Type: Fillable Text)

Assign 1st Contractor Email address 
to this line (Type: Fillable Text)

Assign 2nd Contractor Email address 
to this line (Type: Signature)
Assign 2nd Contractor Email address 
to this line (Type: Fillable Text)

Assign 2nd Contractor Email address 
to this line (Type: Fillable Text)

Assign Earseo@riversideca.gov to EACH 
of the 3 lines (Type: Fillable Text)


