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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:

T KELLY

Conditional Partial Lien
Waiver

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

T KELLY

Unconditional Waiver and
Release Upon Final

Payment

**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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Step 1

Tutorial

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:

PowerForm Signer Information

Fill in the name and email for each signing role listed below.

Signers will receive an email inviting them to sign this document.

Plzase enter your name and email to begin the signing process.

Person Filling Out Form

Your Mame: ©

‘ Full Mame

Your Email: *

‘ Email Address

Please provide information for any other
signers needed for this document.

Person Signing on Behalf of Company (OFFICER or
Authorized Agent of COMPANY)

Name:

‘ Full Mame

‘ Email Address

BEGIN SIGNING

MREy

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

BEGIN SIGNING

button at the bottom of the screen.
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o 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 [ BEGIN'SIGNING

button, the “Person Filling out the Form” will be brought to the

opening screen. Please click the I EQNTINUE " putton to proceed to the following screen:
nts below. m FINISH LATER
Q a 8 B o
— Segr Ervvstope 10 THTFINEZ-DEDF 4E44-BCS3-BOADF 1
4 Conditional R

JHI L‘m Partial Lien Waiver

Project Descripiion |

JH Kelly Job No beantractor | o

Payment Type

1

The undersig

FIMNISH

The “Person Filling out the Form” will click the

SERE 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 [ FINISH

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

S 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 ' FINISH
Signing on behalf of the Company.” The email received will generally look as follows:

button, an email will be sent to the “Person

Conditional Partial Lien Waiver

@ DocuSign System <dse_naZ@docusign.nets
To

@ If there are problems with how this message is displayed, click here to view it in a web browser.

1| KELLY

€3 Reply

JHK AP sent you a document to review and sign.

REVIEW DOCUMENT

JHK AP
jhkap@jhkelly.com

To sign the PowerForms document, Click the link below hitps://na2-

app.docusign.net/Member/PowerFormSigning.aspx?PowerFormld=ffd8cf69-a92d-

%y Reply All | —> Forward [T 1}

4af8-ab14-d708cal4355f&env=na2&acct=ef7e992{-5078-454d-8548-713628b34baT

Powered by DocuSign

The “Person Signing on behalf of the Company” can either clic

bottom of the email to begin the signing process.

Step 5

The “Person Signing on behalf of the Company” will select

screen:

k REVEEW DOCUMENT

CONTINUE

or use the hyperlink at the

or hyperlink in the email are clicked, the DocuSign interface will open in a browser.

and proceed to the following
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START

wiaps Envelope 10 EMBC000-CACE-S00A-0524-BIECGDITET)

JHI Fm Conditional
A Partial Lien Waiver

Project Deseription: JHK Test Project
TI9 ——
JH Kelly Job No: 22999 Subcontractor Invoice No.: PAY APP &1
Payment Type Progress Payment
The undersigned. a duly suthorized officer or ssthonzed agen of the company named below,

(herein called “Subcontractor™ ), does hereby acknowledge that wpon receipt by the indersigned of a

endorsed and pard by the bank upon which it 15 drawn, less applicable retention and'or discoun

parmend, this document shall become effective o release and relinguish all clams, impacts

for all | absor performe waterials fusmis aterial vendors,

VEFLT P
N2
suppliers, agents and enploy 053172022

ws on the above-referenced project through

Tor the extent provided in the Contract Documents for this Progect, the udersigned hereby agrees

1o indemnify, defend, and hold TH Kelly, LLC, its subsidiaries, and its surety harmles: 1 any claim,
cause of action or liability by any party including but not limited io any mechanic’s or maiersalman’s lien

ansing my services, equipmen, matenial, or supplies furnished theough the date stated above

excluding any relention,

It s expressly understood that this waiver has been given prior to receipt of payment at the
reguest of the payer thereol and = therefore -"'I'||I.'I‘l'|"“ U TeCe I In e course of paymeeng in Full of

g il &6t forth shove
i Jrunt set forth shove

+

= | By mialing, | certify usder penalty of peury that | possess full and aciual suthority o sign this

Condisonal Parial Lien Waiver and legally bind Subooniracion o ils conténts,

Executed on A6/
Company
| s |
.
Puarme
e [ ]
Conditional Partial L aivar.dome

FIMISH

A EELLY, LLT
e R ]

The “Person Signing on behalf of the Company” will click the Ll 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 " EINISH " 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

S8, However, a fully executed copy of the form will be emailed.

Completed: Conditional Partial Lien Waiver

. ; Repl & Reply Al F d
@ DocuSign System <dse_na2@docusign.net= O Reply | € Reply 7 Former
To

@ If there are problems with how this message is displayed, click here to view it in a web browser,

() AP _Conditional Partial Lien Waiver.pdf “

JH| (117

ad 364 KB

Your document has been completed

VIEW COMPLETED DOCUMENT

JHK AP
jhkap@jhkelly. com

All parties have completed Conditional Partial Lien Waiver.
To sign the PowerForms document, Click the link below https://ina2-

app.docusign.net/Member/PowerF ormSigning.aspx?PowerFormld=ffid8cf69-a92d-
4af8-ab14-d708car4355f&env=na2&acct=ef/e992{-5078-454d-8548-713629b34ba7

Powered by DocuSign

&

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.



