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Submittal of the Correspondence Memorandum to Region Utility Coordinator 

and BTS Utility Unit 
 

1. Complete steps in “File Naming Process” 
2. Complete steps in “How to Login and Locate Templates” 
3. Click Correspondence Memorandum 
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4. Click Actions 
5. Click New Envelope 
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6. Click Browse from my Computer 

 

 

 

 

Note: The tab switched automatically from Manage to Send  
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7. Browse your LAN drives to find the exported Correspondence Memorandum that was created in TUMS (this 
location will vary per region office) 

 

 

 

 
8. Double click on file to apply the template in DocuSign 
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9. Matching Templates box will appear 
10. Click Apply 
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11. Document has been uploaded 
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12. Type in your email address and name in Order 1 of Recipients and Routing 
13. Verify the email address for the Central Office Mailbox is under email and Statewide Utility Projects Coordinator 

is under name for Order 2 of Recipients and Routing 

 

 

 

 

Notes: 

You are required to send this document to yourself for your signature. Once you sign the document, it will 
automatically be sent on to the Central Office Mailbox for one of the Statewide Utility Projects Coordinator’s 
signature. Your email address must be entered in Order 1 of the Recipients and Routing and the Central Office 
Mailbox email address must be entered in Order 2 of the Recipients and Routing for the process to work correctly. 

Once you have emailed someone a document, their name and email address will be added to the Address Book 
(book icon next to the Email field). Click that icon to open the Address Book and double click on the name of the 
person you want entered in Order 1 or Order 2 of the Recipients and Routing. 

 



  Michelle Ledzian 
  4/7/2016 

Page 8 of 28 
 

 

 

14. Scroll down to see the following 
15. Enter Email Message to All Recipients if needed 
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16. Scroll down to see the following 
17. Click Next 

 

 

 

 

Note: Reminders and Expirations are settings that were established by the BTS Utility Unit when the template was 
created. BTS Utility Unit recommends using these settings, but you can modify to suit your needs. 
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18.  Close box shown below 
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19. Verify the Message field is correct and follows requirements 
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20. This image is a blow up of the image on the previous page 
21. Verify the Message field is correct and follows requirements 

 

 

 

 

Note on Message field requirements:  

Generic Format:    
Please DocuSign this Document: DocumentName_Utility Owner_UtilityFacilityType_UtilityID_Number.pdf 
 

Examples: 
Statement of Non-Reimbursement By Utility: 

Please DocuSign this Document: SNR_Wisconsin Public Ser_Elcty_1055-11-21_80.pdf 
Compensation Waiver Packet: 

Please DocuSign this Document: CWP_Wisconsin Public Ser_Elcty_1055-11-21_80.pdf 
Correspondence Memorandum for Compensation Waiver Packet: 

Please DocuSign this Document: COVERMEMOAGRMT_Wisconsin Public Ser_Elcty_1055-11-21_80_857144.pdf 
Correspondence Memorandum for all other agreements: 

Please DocuSign This Document: COVERMEMOAGRMT_Charter Comm_COMLN_1055-11-41_85_857145.pdf 
 

Additional information: 
1. Please note where to use underscores, spaces and dashes. See guidance under “Utility Owner” for 

an exception to the examples that are shown above. 
2. Although not shown in the Generic Format, the Message field for the Correspondence 

Memorandum will also contain a unique number as assigned from DOCR. 
3. “Document Name” must be the same format as shown above. 
4. Abbreviations for the “Utility Owner” should be the same as those that are assigned when a 

document is exported from DOCR. Underscores or spaces are allowed between the words that are a 
part of “Utility Owner.” 

5. Abbreviations for the “Utility Facility Type” should be the same as those that are assigned when a 
document is exported from DOCR. 

6. “Utility ID’s” and “Right-of-Way ID’s” will have dashes for separating the numbers.  
7. The “Number” within the file name is either the UTL No or UA No associated with the agreement or 

packet. 
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22. Scroll down to see the following 
23. Review where the Signature and Date Signed tags are located 
24. If the Signature and Date Signed tags are not on the line it is associated with as represented below, it will be 

necessary to move them to the correct location 
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25. Your name defaults in the Tag for field 
26. Drag and drop your Signature and Date Signed tags in the correct locations as shown below 
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27. Use the down arrow to change the Tag for field so Statewide Utility Projects Coordinator is shown 
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28. Drag and drop the Signature and Date Signed tags for the Statewide Utility Projects Coordinator in the correct 

locations as shown below 
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29. Use the down arrow to change the Tag for field so your name is shown 

 

 

 

 

 

 

 

 

 

 

 

 

 



  Michelle Ledzian 
  4/7/2016 

Page 18 of 28 
 

 

 

30. Click Preview 
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31. Review document 
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32. Click Send 
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33. Click Yes 
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34. Click Continue 
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35. Click Start 
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36. Click Sign 
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37. Click Finish 

 

 

 

 

 

 

 

 

 

 

 

 

 



  Michelle Ledzian 
  4/7/2016 

Page 26 of 28 
 

 

 

38. Click NO THANKS 
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39. Click Continue 

 

 

 

 

Note: The above image may or may be part of your DocuSign process. Some users are required to click Continue while 
other DocuSign users do not have to perform this step. 
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40. Submittal of the Correspondence Memorandum to Region Utility Coordinator and BTS Utility Unit is complete 

 

 

 

 

41. Continue using DocuSign or Logout of DocuSign 
42. Complete steps in “Tracking DocuSign Documents” 

 


