
UA&M Grant Contract CongaSign 
Instructions 

​
Special Note:  
If your organization does not have an account in our finance system, our grants team will be 
emailing you to get you set up in our finance system. 
 
CongaSign Contract Signing Instructions: 
STEP 1 (Do this after you have received your CongaSign Contract): 
 
**PLEASE NOTE--the contract below is NOT the actual contract. The images of the contract 
are just for instructional purposes.  Please do not “sign” any of the images or boxes below.**​
 

1)​ You will receive your CongaSign contract via email. Please be sure to also check your 
spam as sometimes the contract is flagged by certain email systems.  

2)​ Once you open the contract you will need to accept the Electronic Record and Signature 
Disclosure by clicking on the button that says “I Agree”. See image below for what this 
looks like. This will be the first step you need to take when you open the contract.  

 
 



3)​ When you receive the CongaSign grant contract, review the “contact information” for 
your organization at the top of the contract. The highlighted field in the example below 
is the address where the grant check will be mailed. If the contact information is 
incorrect on the contract, contact our office ASAP (uamgrants@utah.gov) so we can 
update the information and send a new contract.​
 

 
4)​ SIGN THE CONTRACT:  
❖​ If you are the correct person to sign the contract, follow the steps outlined in the 

bulleted list below.  
❖​ If you are a government agency/university, please see the note below on how to access 

a PDF of the contract for signature.​
 

●​ Where To Sign On The Contract: 
■​ First Page: Grantee Signature, Full name, Title 

​
 

■​ Last Page:  
●​ You will need to add your initials or type “NA” into EACH of the five 

boxes (for nonprofits only). Government agencies will only have to 
add their signature. 

●​ Signature (for both nonprofit and government agencies) 



​
 

■​ The “Complete Signing” button will appear blue when you have filled out all 
necessary fields (top right of page). If it is grayed out you have not 
completed all the required fields. 

​
 

5)​ If you are NOT the correct person to sign the contract, change the signer. To change 
the signer, click on the small link (near the bottom of the CongaSign email) that says: 
'To reassign the signer, click here'.  Clicking this will allow you to add a name and email 
address for whomever needs to sign the contract. The new signer will receive an email 
from CongaSign alerting them that they have been granted access to sign the contract.  

a)​ Please Note: We prefer to have you re-assign the signer than to change the name 
on the contract. This is because the contract is “linked” to the grant applicant’s 
account and all future grant correspondence is sent to the applicant’s email. It is 
easy for someone else to sign the contract. If the person who applied is no 
longer responsible for the grant, let us know so we can create a new account for 
the change in staff. We would then issue a new contract to that person. If the 
person who applied is still the person responsible for the grant but is not 
authorized to sign contracts, re-assign the signer as indicated in the instructions 
above. 

​
Example from CongaSign email: 

 



 
❖​ For Government Agencies/Universities: If you are not able to use the electronic 

signature feature you can download the contract as a PDF and then mail or scan and 
email the signed contract to our office (uamgrants@utah.gov). You will need to “Begin 
Signing” in order to access the PDF feature. The image below shows where to find the 
PDF download button once you’ve opened the contract. ​

 
 

6)​ CONTRACT SIGNED: After the grantee signs the contract it is automatically sent to 
UA&M's assistant director for approval and signature, and then to the State of Utah’s 
finance department for contract approval. Once all appropriate parties have signed the 
contract you will receive an executed copy of the contract as a PDF attachment via a 
separate CongaSign email.  

 
7)​ CONTRACT PAYMENT: The UA&M grants office will begin processing your contract for 

payment based on the payment schedule that is listed in your contract. If you have any 
questions please contact our grants team at:  uamgrants@utah.gov 

 


