














Helpful Hint 
from the Office of Contracted Client Services 

DocuSign 

1 April 2025

Follow these instructions to create and send documents for execution through DocuSign. 

Procedures

1. Prepare files.

a. Do not type names, titles, etc., into the Word or PDF documents; these will be added in Step 6.  

b. Convert Word files to PDFs, reduce size if needed (File, Save as Other, Reduce File Size PDF). 

c. Save documents in an easily accessible location. 

2. Login to DocuSign. (Contact Contract Administration to set up an account or to reset password.) 

3. Upload documents to DocuSign in the following order:  

a. Signed approval memo,  

b. Approved contract or amendment document. 

4. Add recipients, set signing order, and assign role. 

a. All Provider recipients are assigned as No. 1, Department recipients are assigned as No. 2. 

b. Provider’s authorized signer (needs to sign). CC: Additional provider staff (receives copy). 

c. Department Executor (Taylor N. Hatch, Taylor.Hatch@myflfamilies.com) (needs to sign). 

CC: HQW.Executive.Approvals@myflfamilies.com and Contract Administrator (receives copy). 

5. Add the email subject and message. 

Subject: For DocuSign signature: [DCF Contract No., Amendment No., short title]

Message: Attached for execution signatures for [Vendor Name] and the Florida Department of 
Children and Families. This is a contract for the purpose of [add short blurb from the approval 
memo].

For Department Use Only: Attached is the Executive Approval Memo demonstrating Department 
Approval. The Contract Manager attests that contract document(s) have not been modified or 
altered since Department Approval was obtained.

If you have any questions, please contact [Contract Manager Email Address and Phone Number]. 

6. Add signature, text, and date fields. 

a. Select “Signer Name” from the dropdown menu in the upper left corner of the DocuSign 
application. Each signer is assigned a color. 

b. Drag signature, printed name, title, and date fields to designated locations for each signer. 

c. Additional fields can be added as required; be aware of all pages requiring signatures. 

7. Send your envelope. 

a. DocuSign will send automated emails to signing recipients. 

b. After all signatures have been collected, non-signing recipients will receive an email notification 
execution is complete. 

c. Save a copy of the executed documents to the contract file. 

d. If changes are needed after the envelope is sent, inform your Contract Administrator. 







FLORIDA DEPARTMENT OF CHILDREN AND FAMILIES 
APPROVAL MEMO 

PMT-30 1 Rev. May 14, 2025 

1. Routing Package Information

Provider Name / 
Solicitation Name 

Central Florida Behavioral 
Health Network 

Date 8/19/26 

Contract /  
Solicitation No. 

QHME2 
Contract Manager / 
Procurement Officer 

Guho Kwon 

Amendment / 
Addendum No. 

0008 
Routing Package 
Type 

Amendment 

2. Approval Signatures

Approver Signature Date 

Programmatic Approvals 

Katrina Thompson
Contract Manager Supervisor
Christopher Morris
SAMH Chief of Contracts  

William Hardin 
SAMH Deputy Assistant Secretary of 
Programs

Administrative Approvals 

Sharon Linzy
Office of Budget Services  

Office of Information Technology Services N/A N/A 

Office of Quality & Innovations N/A N/A 

Danette Brewer 
Office of Contracted Client Services
Michael Gr f 
Office of General Counsel 

Executive Approvals 

Amanda VanLaningham 
Assistant Secretary of SAMH
Kathryn Williams
Deputy Secretary
Kathryn Carbone
Chief of Staff

Secretary 

N/A N/A 

8/20/2026

8/20/26

For BH 8/21/2026

08/24/2026

8/25/2026

8.25.26

8/25/2026


