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Dear Subcontractor/Vendor: 
 
 
 Using DocuSign, JH Kelly has implemented a more efficient lien waiver process that leads to better 
accuracy in the information provided and faster processing of your payment applications. Immediately after 
submitting your application for payment for a progress payment or retention, please click on the following 
image to begin the lien waiver signing process: 
 

  
 
 To execute your Unconditional Waiver and Release Upon Final Payment, please click on the following 
image: 
 

 
 
 
**The process for both the Conditional Partial Lien Waiver and the Unconditional Waiver and Release Upon 
Final Payment is the same and explained in more detail in the following tutorial. 
  

https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=ffd8cf69-a92d-4af8-ab14-d708ca74355f&env=na2&acct=ef7e992f-5078-454d-8548-713629b34ba7&v=2
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=64adbb94-1bbb-4410-bdf9-600288015271&env=na2&acct=ef7e992f-5078-454d-8548-713629b34ba7&v=2
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Tutorial 
 
Step 1 
Your Accounts Receivable or Billing Representative (the person filling in the data on the form) will click on 
the image above corresponding to the type of lien waiver you need to fill out and execute. Upon clicking the 
link, you will be brought to the following screen: 
 

 
  
Step 2 
Your Accounts Receivable or Billing Representative will fill out his/her name and email address in the 
section for “Person Filling Out Form.” The Accounts Receivable or Billing Representative will also fill in the 
name and email address for the person who will be signing the form on behalf of your company in the 
section for “Person Signing on behalf of the Company.” Once that information is completed, click the 

 button at the bottom of the screen. 
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• Special Note: As stated in the description, the person signing on behalf of your Company needs 

to be a person with actual authority to legally bind the Company to the contents of the lien waiver. 
This means an owner or officer of the Company or a person with documented proof that they can 
sign on behalf of the Company. In very rare instances, the person filling out the form and the 
person signing on behalf of the Company may be the same person. 

 
Step 3 
Upon clicking the  button, the “Person Filling out the Form” will be brought to the 
opening screen. Please click the  button to proceed to the following screen: 
 

 
 
The “Person Filling out the Form” will click the  button and begin filling in the required 
information in the red boxes. The information in the red boxes is required and you will not be allowed to 
finish until all required information is properly filled out. For example, you must choose a Payment Type 
(either Progress Payment or Retention) and you may only use numbers in the sum field. Upon completion, 
click the  button and the “Person Filling out the Form” is done. The “Person Filling out the 
Form” can download a copy, print a copy, or simply click . A fully executed copy of the form will be 
emailed once the “Person Signing on behalf of the Company” completes his/her part. 
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Step 4 
Once the “Person Filling out the Form” hits the  button, an email will be sent to the “Person 
Signing on behalf of the Company.” The email received will generally look as follows: 
 

 
 

The “Person Signing on behalf of the Company” can either click  or use the hyperlink at the 
bottom of the email to begin the signing process. 
 
Step 5 
Once   or hyperlink in the email are clicked, the DocuSign interface will open in a browser. 
The “Person Signing on behalf of the Company” will select  and proceed to the following 
screen: 
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The “Person Signing on behalf of the Company” will click the  button and begin filling in the 
required information in the red boxes, initial, and sign by clicking the Initial and Sign links. The information 
in the red boxes, initial, and signature are required and you will not be allowed to finish until all required 
information is properly filled out.  
 

• Special Note: The “Executed on” date is automatically entered. The “Name” field is also filled in 
automatically based on the information initially entered when the process was started by the 
“Person Filling out the Form.” If the “Person Signing on behalf of the Company” has previously 
signed documents in DocuSign, the “Company” and “Title” fields may already be pre-filled. 
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Upon completion, click the  button and the “Person Signing on behalf of the Company” is 
done. The “Person Signing on behalf of the Company” can download a copy, print a copy, or simply click 

. However, a fully executed copy of the form will be emailed. 
 

 
 
Step 6 
JH Kelly Accounts Payable receives a copy of your fully executed lien waiver and processes your payment 
application for payment. 
 
Release of payment is still contingent on a valid, verified payment application, accurate lien waiver, and 
payment from JH Kelly’s customer. 


