
If you use form codes, insert them 

first. Otherwise, remove the code. 

We recommend using form codes 

for easier referencing. 

We recommend including 

the last time the form 

was updated 

For accessibility, a header is 

required. We recommend using a 

form code and revision date. 

Replace the UNLV logo 

with your teams logo 

For the title, use a short, yet 

descriptive title. You can use the 

form code to abbreviate as well. 

Below the title, insert your unit/

department/group/team name. 

This is helpful if you are a 

smaller group within a larger 

Insert the purpose of the form 

and general instructions at the 

top. Further contextual 

instructions can be added 

throughout the form as well. 

For accessibility, a footer is 

required. We recommend using 

page numbers. 

Prepare your form. Remember that 

you will insert form fields and 

options within DocuSIgn. 

We recommend sectioning your 

form  by who needs to complete 

that portion of the form. 

For accessibility, your form should 

be designed to be read and 

completed top to bottom, left to 

Blank Template Guide 



Complete your form with the 

area for signatures. 

DocuSign provides automatic 

fields for signer name, title, 

signature, and date.  

We recommend placing the 

signer role in the Name section, 

then you insert the signers name 

and title fields below it. 

Verify your page count is 

accurate. 



Form Built in Docs 

Form code and revision date in header. OIT uses the 

format “OIT-[department]-[form number]” 

Logo updated to office 

logo 

Titled with team this form is 

owned by (or who owns the 

process) 

General instructions located at 

the top informing the filler the 

purpose of the form and where 

it will go. 

Checkboxes will be added for 

each item in DocuSign 

Text fields will be added in 

DocuSign 

Page number and page count in the footer of the 

document. 

Attachment field will be added 

in DocuSign 



Page number and page count in the footer of the 

document. 

Signer name, signer title, 

signature block, and date signed 

will be added in DocuSign. 



Completed in DocuSign 

Text fields added in DocuSign 

Checkboxes with linked text 

field 

Attachment field linked to 

“Update asset” checkbox 

Name, signature, and date fields 

added 


