
Route Agmt(s). &
CARDS Form via

DocuSign*

1

Contractual
relationship

identified
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Contract Administration:
To Be Lifecycle
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Contract Administration ToBe Process - Version 1.0

OptionalBegin / End Required

#

Box Ref. number

DocuSign
Touchpoint

Vendor Contract DB

Touchpoint

15

Contracts
Administration

receives &
reviews request

PPT
Touchpoint

4
Initiator

Generates

CARDS Form
via PPT

Route Agmt(s). &
CARDS Form via

DocuSign*

12

8

Initiator will

Prepare & Route

documents*

Will
Vendor use

DocuSign
?

6

Yes

No

Ask
Contracts

Admin. to
Process

?

7

Yes

No

11

CA checks for
valid NDA and

COI

CA notifies

Initiator when
completed

CA ships fully

executed original
to Vendor

8

CA Updates
VendorContracts

Database with
Agmt. Data

DocuShare
Touchpoint

Scan/Upload

Agmt. & related
docs. into

DocuShare

2
Initiator

creates
Project via

PPT

Contracts
Admin will
process

?

10

Yes
No

Send request to Contracts
Administration:

Include CARDS & Final
version of Agreement

R2

14

Ship fully
executed

agreement to
Vendor

Scan and E-mail Fully
Executed Agreement to

Contracts Administration

19

R4

R3

Will
Vendor use

DocuSign
?

20

Yes No

21

CA will Prepare &

route documents*
R2R3

9

13

22

23

24
25

28

27

SM - Sourcing Manager PPT - Procurement Project Tool R1 Process Detail Reference:  Contract Review and Modification Procedure

CA - Contracts Administrator CARDS - Contract Approval Routing & Deal Summary: R2 Process Detail Reference:  Administered Approval Routing

R3 Process Detail Reference:  DocuSign Approval Routing
R4 Process Detail Reference:  COI & NDA Procedure

*When applicable, an NDA is included with Agreement execution request.

Is COI

Required
?

16

No

Include the
appropriate COI

Sample Coverage

& Instructions

17

Yes

3

Determine

contractual
requirements

R1

Initiated
byCorp.

Procurement
?

26

Yes

No

SM files hard

copy of Agmt &

related docs.

CA files original-

hard copy Agmt &

related docs.

18

Assign Contract
Number & Insert #

into Agmt.

5
Verify NDA
status and

Complete
CARDS Form
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Contract Renewal Notification
To Be Process
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Contract Renewal Notification ToBe Process - Version 1.0

OptionalBegin / End Required

#

Box Ref. number

DocuSign
Touchpoint

Vendor Contract DB

Touchpoint
PPT

Touchpoint

DocuShare
Touchpoint

1

2

Renewal
Identified

?

8

Yes

No

Monthly Expiration
Report generated

via Contract
Database

Daily COI

Expiration Report
reviewed by CA

NDA
Renewal

Only

?

9

Yes

No

Continue Renewal

process at
R4 # 11

11

Service

Vendor
?

3

Yes

No

Continue Renewal

process at
R4 # 5

5

COI renewal not
required for Non-

Service Vendors
after year 1

4

7

Monthly Expiration Report
Sent to Sourcing Mngrs.

No Action

6

Continue process

at "Contracts
Administration

Lifecycle # 1"

10

SM - Sourcing Manager PPT - Procurement Project Tool R1 Process Detail Reference:  Contract Review and Modification Procedure

CA - Contracts Administrator CARDS - Contract Approval Routing & Deal Summary: R2 Process Detail Reference:  Administered Approval Routing

R3 Process Detail Reference:  DocuSign Approval Routing

R4 Process Detail Reference:  COI & NDA Procedure



SM sent

Redline
version

?

6

No
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Contract Review and Modification Procedure
To Be Process R1
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Contract Review and Modification Procedure ToBe Process - Version 1.0

OptionalBegin / End Required

#

Box Ref. number

DocuSign

Touchpoint
Vendor Contract DB

Touchpoint
PPT

Touchpoint

DocuShare

Touchpoint

Agreement is

Approved Locked
version

7

Continue process

at "Contracts
Administration

Lifecycle # 4"

Business
Terms

Modified
?

Yes

Terms &
Conditions

Modified
?

9

Yes

No

Submit Agmt. to

WIN Legal for
review

13

10

Review/Accept

appropriate
changes to

Agreement.

17

Windstream Legal,

Returns redline agmt.
To Sourcing Manager

18

Sourcing Manager, sends
redlined agmt. To Vendor for

review/acceptance

15

W
in

d
s
tr

e
a
m

 L
e
g

a
l

8
Generate

Contract #,

Insert # into
Agmt.

No

Yes

Vendor

Agrees with
changes

?

No

16

Yes

Review/Edit/

Accept Business
Terms in Agmt.

14

Vendor
requested
changes

?

2

Yes

No

SM Reviews

Requested
Changes from

Vendor

3

Negotiates

Contractual
Terms with

Vendor

4 5

NDA Only
?

11

Yes

No

Continue process
at

R4 # 13

1

SM receives
response from

Vendor

SM - Sourcing Manager PPT - Procurement Project Tool R1 Process Detail Reference:   Contract Review and Modification Procedure

CA - Contracts Administrator CARDS - Contract Approval Routing & Deal Summary: R2 Process Detail Reference:   Administered Approval Routing

R3 Process Detail Reference:   DocuSign Approval Routing

R4 Process Detail Reference:   COI & NDA Procedure

12
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Contract Administration:
Administered Approval Routing

To Be Process R2
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Administered Approval Routing - ToBe Process - Version 1.0

OptionalBegin / End Required

#

Box Ref. number

DocuSign

Touchpoint

V
e
n

d
o

r
W

in
d

s
tr

e
a
m

C
o

rp
o

ra
te

 O
ff

ic
e
r

Vendor Contract DB
Touchpoint

PPT

Touchpoint

DocuShare

Touchpoint

17

Vendor receives
agreements for

signature

18

Execute Agmt. &
ship documents to

Windstream

11

Business.Owner(s)
Receive Agmt. &

CARDS Form for
Approval

Legal Receives
Agreement &

CARDS Form for
Approval

14

21

Windstream Exec.

Officer Receives
Agmt. & CARDS

for Approval

Initiator & Initiator
Mgmt Receives
Agmt. & CARDS

Form for Approval

19

Business Owner

Scans/ Returns CARDS
approval To Requester,

via E-Mail

12

Legal, Scans/Returns

CARDS approval via E-Mail

15

13

Business
Owner(s) returns

CARDS approval
To Requester, via

Fax

Legal returns

CARDS approval
via Fax

16

6

7

Collect
approval(s)

All Approvals

Received
?

3

Yes

No

Send Agreement(s) to
Vendor for review

and signature

4

Documents

received,
Checked for COI

Agmt.

Modifications
require Legal

approval
?

2

No

Yes

5

Agmt. & CARDS approval

request, sent via E-Mail
To: Business Owner(s)

Agmt. & CARDS approval

request, sent via E-Mail
To: Business Owner(s) &

Winstream Legal

1

9

20

Signed

documents
returned to

Requester

8

Approval routing

follows SOA

guidelines

Fully Executed

Agreement

returned to
Requester

R
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s
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r:
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u
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g
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a
n
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g

e
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/

C
o

n
tr

a
c
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A
d

m
in
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tr

a
to

r

SOA - Schedule of Authorization PPT - Procurement Project Tool R1 Process Detail Reference:   Contract Review and Modification Procedure

CARDS - Contract Approval Routing & Deal Summary: R2 Process Detail Reference:   Administered Approval Routing

R3 Process Detail Reference:   DocuSign Approval Routing

R4 Process Detail Reference:   COI & NDA Procedure

Secure COI from
Vendor

10
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Contract Administration:

DocuSign Approval Routing
To Be Process R3
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DocuSign Approval Routing -  ToBe Process - Version 1.0

OptionalBegin / End Required

#

Box Ref. number

DocuSign

Touchpoint

V
e
n

d
o

r

W
in

d
s
tr

e
a
m

C
o

rp
o

ra
te

 O
ff

ic
e
r

Vendor Contract DB
Touchpoint

PPT
Touchpoint

DocuShare

Touchpoint

7

11

10

13

Access DocuSign

Service via Web
Browser (Adopt

signature**)

12

3

All Approvals

Received
?

5

Yes

No

Notification sent via DocuSign

To all recipients;
Fully Executed document

is now available

6

4

1

Approval routing

follows SOA

guidelines

Set Requirements

(Routing Order)*

DocuSign Invitation
sent via E-Mail

To: Business Owner(s)

DocuSign Sends

Envelope (Agmt.
& CARDS

Form)

Access DocuSign
Service via Web
Browser (Adopt

signature**)

2

Build Envelope &

Select
Recipients

DocuSign Invitation
sent via E-Mail

To: Business Owner(s)

17

Agmt. & CARDS approval

sent via E-Mail
To: Initiator/Initiator Group

23

Agmt. & CARDS approval

request, sent via E-Mail
To: Windstream Corporate Office

Review

documents &
Sign CARDS
Form

9

11

Envelope &
Signature

Status
Updated

Review
documents &

Sign CARDS
Form

14 Access DocuSign
Service via Web

Browser (Adopt

signature**)

15

DocuSign Invitation

sent via E-Mail
To: Business Owner(s)

Review

documents &
Sign CARDS

Form

Access DocuSign
Service via Web
Browser (Adopt

signature**)

18

Review

documents &
Sign CARDS
Form

Access DocuSign
Service via Web

Browser (Adopt

signature**)

Review

documents &
Sign CARDS

Form

16

19

8

24 25

*The routing order determines the required approval path for the DocuSign Envelope PPT - Procurement Project Tool R1 Process Detail Reference:   Contract Review and Modification Procedure

**An electronic signature is required to use the DocuSign Service. CARDS - Contract Approval Routing & Deal Summary: R2 Process Detail Reference:   Administered Approval Routing

R3 Process Detail Reference:   DocuSign Approval Routing
R4 Process Detail Reference:   COI & NDA Procedure
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Agmt. & CARDS approval
sent via E-Mail

To: Contracts Administration

Access DocuSign

Service via Web
Browser (Adopt

signature**)

Verify COI &
Initial CARDS

Form

21 22
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Certificate of Insurance(COI) &
Non-Disclosure Agreement(NDA)

To Be Process R4
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COI & NDA Procedure ToBe Process - Version 1.0

OptionalBegin / End Required

#

Box Ref. number

DocuSign
Touchpoint

Vendor Contract DB

Touchpoint
PPT

Touchpoint

DocuShare
Touchpoint

Verify COI &

NDA on file
for Vendor

Valid COI

on file
?

4

Yes

No

1

Valid NDA
on file

?

7

Yes

No

5

Request COI from

Sourcing Manager

COI

Available
?

6

Yes

No

2

Request COI from

Vendor

9

Request NDA from

Sourcing Manager

NDA

Available
?

10

Yes

No

11

SM sends NDA
Execution Request

to Vendor

8

Continue process
at "Contracts

Administration

Lifecycle # 25"

14

SM provides Fully

Executed NDA
to CA

3

CA receives valid

COI from Vendor

15

Continue process
at "Contracts

Administration
Lifecycle # 25"

12

Works with

Vendor to finalize
agreement

R1

13

SM secures
signatures from

Vendor &
Windstream*

*Via DocuSign or Administered manual process PPT - Procurement Project Tool R1 Process Detail Reference:   Contract Review and Modification Procedure

CARDS - Contract Approval Routing & Deal Summary: R2 Process Detail Reference:   Administered Approval Routing

R3 Process Detail Reference:   DocuSign Approval Routing
R4 Process Detail Reference:   COI & NDA Procedure


