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Fill and Send ICA in Adobe Sign

Follow these steps to complete the Independent Contractor Agreement and send it for signature all within
Adobe Sign.

Accessing the Independent Contractor Agreement Template
1. Login to Adobe Sign with your BGSU email, then login with your BGSU Username if prompted.

2.

Link: https://esignadobe.bgsu.edu/

Adobe Acrobat Sign
Sign in
New user? Create an account

Email address

Or

G Continue with Google

0 Continue with Facebook

.’ Continue with Apple

Get help signing in

e NOTE: To send documents for signature in Adobe Sign, you must have a license to do so.
Request this from ITS if you need it.
On the Home page, there is a recommendation to Send a Document for Signature. Click on “Start from
Library.”

Powered by
Adobe Home  Send Manage  Workflows Reports
® Acrobat Sign
Welcome, Chelsea () INPROGRESS 1 WAITING FOR YOU M EVENTS AND ALERTS

Send a document for signature

Request e-signatures on a new agreement, or start from your library of templates and workflows.

P
Request e-signatures Start from library «
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3. On the “Start from Library” menu, select the “Templates” option on the left side.

Start from library

Q Search

Library
Recent Templates
@ 2025 Independent Contractor Agreement (ICA)
Templates
@ 2024 Independent Contractor Agreement (ICA) with Attachment A
Workflows

4. Within Shared Templates, select, “2025 Independent Contractor Agreement (ICA)” from the Share
Templates, then click “Start.”

N EE Shared Templates l
@ 2024 Independent Contractor Agreement (ICA) with Attach... o04/1/2024
@ 2025 Independent Contractor Agreement (ICA) 05/20/2025
[am N

You will land on this page:

Agreement details

Addfile Agreement nsme #
% 2025 Independent Contractor Agreement (ICA) w 2025 Independent Cont # )
Message

Please review and complete this document.

Drag and drop your files here

Agreementsettings &

‘Completion deadline July 22,2025 = Reminder frequency None | Password None  Signature type Electronic | Language English/US

Add recipients @
Recipients must sign in order

Email +

I&sig,mrv]| W

Reclplent settings  #

Multi-factor authentication None  Private message None Identity Check None

© add

Preview & add fields Send now
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5. If you have any additional documentation to upload, such as a quote or detailed pricing sheet, add it to
the “Files” box. IMPORTANT — DO NOT FORGET TO ADD THESE HERE. You can either drag and drop or
click “Choose more files” then select from your computer.

Add file

=

|}| 2025 Independent Contractor Agreement (ICA)

Drag and drop your files here

6. Itis recommended that you add a reference to the Agreement Name so that you have this for easy
finding. (Ex: 2025 Independent Contract Agreement (ICA)-Freddie Falcon)

Agreement name %

| 2025 Independent Contractor Agreement [ICAj |

7. Click on the edit icon next to “Agreement Settings” at the top, if you want to adjust any reminder
settings.

Agreement settings #

Completion deadline July 22,2025 Reminder frequency None Password None Signature type Electronic Language English/US
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Preparing the Independent Contractor Agreement in Adobe Sign

8. You will need to add in your (3) three recipients’ email addresses, in this order:

Add recipients @
Recipients must sign in order

Email %

© Approver v ‘ ‘ budgetadmin@bgsu.edu

Multi-factor authentication None Private message None Identity Check None

il

0| & seer v | [independentcontractor@bgsuedu

~  Recipient settings ¢

Multi-factor authentication None Private message None Identity Check None

il %
| & Signer v ‘ besusignatory@bgsu.edy|
4

Multi-factor authentication None Private message None Identity Check None

@ Add

e First to sign (Approver): Your department Budget Administrator (Budget Admin initials required

for anything $15k or over)
e Second to sign (Signer): Independent Contractor
e Last to sign (Signer): The BGSU Signatory Authority

**NOTE: If ICA is below $15k and Budget Admin initials are NOT wanted, please add your own e-
mail address in the first section as (Approver) and follow the instructions below.

Once you are in the ICA, click on the initials section and it will automatically add your initials.

Please click “Clear” and put “N/A” in this section. Click Apply

KD

Clear

v

Budget Administrator Initials:| wa

*Budget Admin initials are required for anything $15k or over*

=

=

=
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To add extra lines for a recipients’ e-mail address, click on the (+) Add button and select Individual.

Add recipients @

Recipients must sign in order

Emal #
o Sgner v W
w~ Recipient settings

Mutti-factor authentication Mone  Private message Mone | |dentity Check Mone

Recipients
o signer v .
2 @ Myseti
Recipient settings 2 Individual

Multi-factor authentication None —Private message None | Identity Check Mone 2, Group
Voo

© add

9. Click Preview & Add Fields to preview the ICA. Adobe Sign will process the document before
previewing.
e NOTE: this is only a preview, do not attempt to fill in data on the contract here.
e Before clicking “Send,” double check that the correct Recipients are responsible for completing
the correct fields on the ICA, and that you, the sender, are responsible for the pre-fill.

INDEPENDENT CONTRACTOR AGREEMENT (ICA)

1 g% * budgetadmin@bgsu.edu v
This Agreement is between Bowling Green State University, Bowling Green, Ohio 43403 (“BGSU”) and Independent
5 é’ « independentcontractor@bgsu.edu Conlractor(*lndepandenl Contractor™) whose name and address are stated below:
e 158 |
Name: Address:|
3 é’ ® bgsusignatory@bgsu.edu
* * [* [* ) [#*
7 Text J Textl ) J Text I 7 Text 7 Text
« Kasha Donnelly (Prefill) City: State: Zip: Email: [Phone:
* *
1t#] Initials Text Text |
! BGSU Dept. Contact Name: b EmailJ

10. Click “Send” to be prompted to pre-fill the document with the details of the Independent Contractor
agreement.

View more

G G ED
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e |f for some reason you get the below box, go ahead and click Continue.

Add a signature field

Go back to show recipients where to sign by adding
signature fields. Select Continue to automatically place a
signature field for each recipient to the end of your
document.

Pre-filling the Independent Contractor Agreement in Adobe Sign
11. Pre-fill the document by filling in the information on the contract:

e Ensure the Independent Contractor’s full legal name (and DBA if applicable) is entered, along
with their current address and contact information.

e Enter the contact information of the BGSU Department hiring this Independent Contractor

Freddie Falcon 1001 E Wooster 5t
Name: Address:
Bowling Green OH 43403 freddie@bgsu.edu 419-372-0000
City: State: Zip: Email: Phone:
BGSU Purchasing purchasing@bgsu.edu
BGSU Dept. Contact Name: Email:

e Section 1.3: If services will only be provided on one day, select “Single Date” then type in the
date of service. OR If services will be provided within a date range (i.e. a fiscal year), select
“Custom Date Range” and enter a date range that is up to 365 days. A DATE OPTION MUST BE
SELECTED.

e Section 1.4: If the Independent Contractor is providing services that usually require a license
(i.e. massage therapy, veterinary services, food license, etc.), please select “Yes” then enter in
the details of the license. If a license is not required, select “No” and move on to section 2.1.
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Example 1:
1.0 Scope of Services.
1.1 Independent Contractor agrees to provide services (“Services”) as described on Attachment A,
which is appended to and incorporated into this Agreement.
1.2 Independent Contractor agrees to provide the Services with the customary degree of care
and skill.
1.3 Independent Contractor will provide the Services on the following date(s):
Single Date ] Custom Date Ranae (up to 365 days)
Date: V2/01/2024 Start Date: End Date:
1.4 Does this service require a license in the state of Ohio? Yes No
License type: License number # Expiration date: |
Example 2:
1.0 Scope of Services.
11 Independent Contractor agrees to provide services (“Services”) as described on Attachment A,
which is appended to and incorporated into this Agreement.
1.2 Independent Contractor agrees to provide the Services with the customary degree of care
and skill.
13 Independent Contractor will provide the Services on the following date(s):
Single Date Custom Date Ranae (up to 365 days)
Date: Start Date 27012024 pp g pate: 06/30/2025
14 Does this service require a license in the state of Ohio? Yes No
/ 3 . 05/01/2028
License type: VM License number# A12345 Expiration date:

e Section 2.1: Enter the grand total to be paid to the Independent Contractor. This is inclusive of
all expenses such as travel and meals.

2.0 Fees. Expenses. and Payment.

21 BGSU agrees to pay Independent Contractor a fee not to exceed $ 100.00 USD for
the Services, which is inclusive of, but not limited to travel expenses, lodging, fuel, tolls, and
meals.

2.2 The fee will be payable upon completion of 7 4, the Services, and submission of a
timely and proper invoice.

23 Contractor shall be responsible for all expenses incurred while performing services under
this agreement. This includes but is not limited to travel expenses, lodging, fuel, tolls, and
meals.

24 Independent Contractor agrees to provide the Services as an independent contractor and
will be solely responsible for payment of all taxes. Independent Contractor will hold BGSU
harmless, if BGSU is required by federal law to withhold and remit to the Internal Revenue
Service any portion of the payment for Services.
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e Attachment A
e REQUIRED:
e Provide specific details on the services being rendered to BGSU by the
Independent Contractor.
e Provide specific details on when the services will be rendered (dates and time).
e Provide specific details on where services will be rendered (where at on campus
or elsewhere).
e Pricing breakdown. Complete AT LEAST one of the three options:
e Pricing per hour or other unit (i.e. session, day, game, etc.). If not
applicable, enter N/A.
e Pricing will be in a lump sum amount of... (i.e. a speaker is being paid a
lump sum of $500). Again, if not applicable, enter N/A.
e [f the Independent Contractor will be providing goods and services that
are priced individually, please make sure you included it as an
“Attachment B” — this is where you would have needed to add the
additional file in Adobe Sign prior to hitting “Send.”
e See example on next page.

BGSU.

INDEPENDENT CONTRACTOR AGREEMENT (ICA)

ATTACHMENT A

NAME OF INDEPENDENT CONTRACTOR:

Freddie Falcon
REQUIRED:
SCOPE OF WORK (SERVICES DEFINED)

Services being rendered to BGSU:

Freddie Falcon is a professional mascot and will be providing their mascot services. Freddie will be responsible for boosting the overall morale of
guests and participants of the game. Additionally, Freddie will assist with in-game programming during scheduled breaks.

When Services will be rendered to BGSU:

Services will be provided at the home BGSU Football game on August 28, 2024 against Fordham University.

Where Services will be rendered to BGSU:
Services will be rendered at Doyt Perry Stadium and it's facilities.

PRICING BREAKDOWN (AT LEAST ONE OF THESE THREE OPTIONS MUST BE COMPLETED)

Pricing Per Hour or Unit (if not applicable, please state N/A)-

N/A

Pricing will be in a lump sum amount of (if not applicable please state N/A):
100.00 USD

If applicable, please attach pricing sheet as Attachment B for any itemized goods or services.
N/A
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e OPTIONAL:

e This table is not required; however, the additional detail helps clearly define
expectations of both the Independent Contractor and BGSU.

e Under the BGSU section, enter anything that BGSU will be providing for
the Independent Contractor to complete services (i.e. podium, AV
connection for a presentation, an agenda 5 days in advance, etc.)

e Under the Independent Contractor section, enter anything the
Independent Contractor will be bringing for the services to be completed
successfully (i.e. laptop, materials/supplies, instruments, etc.).

OPTIONAL:
Please list what Independent Contractor will provide for services to be rendered successfully, as well as what BGSU
will provide:

BGSU Independent Contractor
-BGSU will provide local accommodations for Freddie including -Freddie will bring their Falcon mascot costume and orange shirt to
transportation. wear while services are being rendered.

-BGSU will provide meals and beverage throughout the event.
-BGSU will provide a private changing room for Freddie.

Sending the Independent Contractor Agreement for Signature
12. Once all the pre-filled fields have been completed, click “Click to Send” at the bottom of the Adobe
Sign website.

Thank you for prefilling this document Click to Send

13. Adobe Sign will then send this to your Budget Administrator first to initial.

14. Once the Budget Administrator initials, it moves onto the Independent Contractor for signature.

15. After the Independent Contractor signs, the BGSU Signatory Authority will then need to sign.

16. After all three parties have signed, you will receive a notification via email that the Independent
Contractor Agreement has been completed. Be sure to download a PDF copy. You will need the PDF
copy to attach to any Supplier Requests as well as requisitions in Falcons Purch. If your Independent
Contractor is completing their annual review, ensure they have a fully signed copy to upload with their
OPERS form.

BGSU

Independent Contractor
Agreement (ICA) with
Attachment A_3.1.24

e

BGSU..
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Other Factors to Consider
e If you complete steps 1-8 only, then close out of the ICA, the draft of the ICA will not save at all in
Adobe Sign.
e Anything you complete in steps 9 and 10 will prompt the document to be saved in your “Waiting for
you” section of Adobe Sign should you need to close out of the document or Adobe Sign altogether.

BGSU.

Your agreements ~ Y Filters Q, Search

Powered by
Adobe Home Send Manage Workflows Reports
Acrobat Sign

STATUS age
Waiting for you
In progress (0)

D SENDER TITLE STATUS

Waiting for you (2)

[m] Me 2024 Independent Contract... ment (ICA) with Attachment A Waiting for prefill
Completed

o Waiting For You section of Adobe Sign:
= |f you no longer want to send this ICA, select it, then on the right-side menu select “Hide
Agreement” within the menu.

Y Filters Q Search ® 2024 Independent Contractor Agreement
(ICA) with Attachment A
Created Mar 29,2024 527 PM.
Waiting for you Expiration Date: Apr03,2024 &
] SENDER TiTE STATUS MODIFIED | Status: Prefill

Message: Please review and complete 2024
Independent Contractor Agreement (ICA) with
Attachment A.

View & Prefill

Actions

Me 2024 Independent C... ICA)with Attachment A Waiting for prefill 3/29/2024

Open Agreement
@  Reminders (1)
[®,  Download PDF

[E.  Download Audit Report

Ll

Modify Agreement

<
Hide Agreement @@=

g

Share

@ B

Add Notes

o

Download Individusal Files (2)

See less

= |f you need to add additional documents, select the ICA, then on the right-side menu
select, “Modify Agreement.”

Y Fitters Q Search ® 2024 Independent Contractor Agreement
(ICA) with Attachment A
Created Mar 29,2024 527 PM

Waiting for you Expiration Date: Apr 03,2024 &

O sewoer Time STATUS MODIFIED & Status: Prefill

Pl

plete 2024
nt (ICA) with

a Me 2024 Independent C... ICA) with Attachment A Waiting for prefill 312912024

Attachment A.

View & Prefill

Actions

Open Agreement
@  Reminders (1)
[, Download PDF

[E,  Download Audit Report

<
Modify Agreement <=

g @

Hide Agreement

Share

@ B

Add Notes

o

Download Individual Files (2)

See less
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You will have the option to, “Drag More Files Here” or “Add Files.” Once those have been
added, click “Next.”

Files* Add Files

= 2024 Independent Contractor Agreement (ICA) with Attachment A

= Additional File Upload - ICA.docx

Drag More Files Here

Preview & Add Signature Fields

= |f you need to download the ICA before sending for electronic signature for review,
physical signature, etc. select the ICA, then on the right-side menu select, “Download
PDF.”

Y Fiters | Q_ Search (@  2024Independent Contractor Agreement
(ICA) with Attachment A
Created Mar 25,2024 5:27 PM
Waiting for you Expiration Date: Apr 03,2024 &
[m] SENDER TITLE STATUS MODIFIED 4 Status: Prefill

Message: Please review and complete 2024
Independent Contractor Agreement (ICA) with
Attachment A.

View & Prefill

Actions

[m] Me 2024 Independent C... ICA) with Attachment A Waiting for prefill 3/29/2024

Open Agreement

@  Reminders (1)

[P, Download PDF <
[E}  Download Audit Report
(3 Modify Agreement

&  Hide Agreement

1ty Share

[ AddNotes

(3  Download Individual Files (2)

See less

= To resume pre-filling the ICA, select “View & Prefill” on the right-side menu. From there,
you may then complete and send for electronic signature.

Y Filters Q, Search @ 2024 Independent Contractor Agreement
(ICA) with Attachment A
Created Mar 29,2024 527 PM

Wa Itlng fOr you Expiration Date: Apr 03,2024 &

o SENDER TITLE STATUS MODIFIED | Status: Prefill

Message: Please review and complete 2024
Independent Contractor Agreement (ICA) with
Attachment A.

View & Prefill

a Me 2024 Independent C... 1CA) with Attachment A Waiting for prefill 3/29/2024
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e If you complete the ICA in the pre-fill stage but will have all parties sign a physical copy of the contract,
you can also select “Options” in the upper left corner of Adobe Sign, then Download PDF.

Powered by
Adobe
@ | Acrobat Sign
Options ~ 2024 Indepen
Read agreement 7.2 This Al
Clear document data will be
View history _ T3 Any ag
consel
Download PDF
74 BGSU
Legal Notices - Detern
Indan,

e After sending the Independent Contractor Agreement to be signed by all parties, no further edits can
be made to the document.
o How to cancel after sending for signature:
=  Go to the “In Progress” section of Adobe Sign (just above the “Waiting For You” section
on the left side).

Powered by
Adobe Home Send Manage Workflows Reports @ .
@ | Acrobat Sign
Your agreements v Y Fites | Q Search
STATUS
In progress
- | 1 progress (1)
D RECIPIENTS TITLE STATUS MODIFIED
Waiting for you (1)
budgetadmin@bgsu.edu Py
Out fc th 3/29/2024
Completed m] - — 2024 Indepen...th AttachmentA Open & [5] ut for signature
Canceled

= Select the document. On the right side, click “Cancel”

Y Filters Q, Search @ 2024 Independent Contractor Agreement
(ICA) with Attachment A
Created Mar 29, 2024 527 PM

In progress Expiration Date: Apr 03,2024 &
RECIPIENTS TITLE STATUS MODIFIED 4 Status: Qut for Signature
budgetadmin@bgsu.edu . ) Message: Please review and complete 2024
e 2024 Ind... tachment A Open © B Out for signature 3/29/2024 Incleperdent Gontracior Agreement (ICA) with
Attachment A.
Actions

Open Agreement

@  Reminders (1)

—> (© Cancel
[*,  Download PDF

E Download Audit Report

See 7 more




