Academic Affairs Agreements & Contracts
Standard Affiliation Agreement Process

Department Contact establishes a
connection with Site for student
placements.

i

Department Contact sends WCU's
Standard Agreement template to Site.

If Site agrees to standard terms If Site does not agree to standard terms

Site will edit Standard Agreement using

Site will elecronically affix an original
track changes and send to Department

signature* on the Agreement and send <+—

back to Department Contact. Contact.
l Department Contact sends edits to
Director of AA Agreements & Contracts
Department Contact forwards the P T
Agreement to the Dean for signature*. l
l Once terms are finalized, Department

Department Contact sends the Contact will send final version to Site.

Agreement with the Dean's and Site's
signatures to the for Academic Affairs

Agreements & Contracts Director to *To elecrtonically affix an original signarure use Adobe's
EXECNIE "Fill and Sign" tool.
l A signature file can be established either by:
Once executed, the Agreements & . .
Contracts Coordinator will send the - cutting out a scanned signature from a PDF document
Agreement via email to the
OR

Department Contact.

- importing a photograph (i.e., take a picture of the
signature, save, and upload to the Adobe signature file)

Once the signature file has been established, selecting "Fill
and Sign" will make the signature available to be dragged
and dropped to the signature line.



Academic Affairs Agreements & Contracts
Non-Standard Affiliation Agreement Process

Department Contact establishes a .
connection with Site for student - » R e SR alele
Department Contact.

placements.

Department Contact sends template to
Director of AA Agreements & Contracts

To sign an Agreement electronically use for review.

Adobe's "Fill and Sign" feature. l

A signature file can be established

either by: Director of AA Agreements & Contracts

negotiates terms of Agreement using
track changes in Word and will send
edits back to Site through Department
Contact.

OR
- importing a photograph (i.e., take a i

picture of the signature and upload to
the Adobe signature file)

- cutting out a scanned signature from a
PDF document

Once terms are finalized, Site will sign
Agreement and send to Department
Contact.

Once the signature file has been
established, selecting "Fill and Sign" l
will make the signature available to be
dragged and dropped to the signature
line. Department Contact forwards the
Agreement to the Academic Affairs

Agreements & Contracts Coordinator to
obtain signatures on campus.

l

Agreements & Contracts Coordinator
will obtain signatures from all WCU
parties and University Legal Counsel.

'

Once executed, the Agreements &
Contracts Coordinator will send the
Agreement via email to the
Department Contact.



