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How to use the
DocuSign Template

1. Initiator (Sender)

- Log in to DocuSign

Log in to DocuSign
Enter your email to log in

Email *

| Erter emai |

NEXT

Sign Up for Free

- Select to USE the
form template

nents Templates Reports

GRANTS_MGRA Research Effort

,9..!-" Shared Template

Recipients (3) Details PowerForms (1)

Description

This DocuSign template is used to collect and approve timesheets for Military GRAs working on grants. Although these
GRAs aren’t compensated, tracking their hours allows departments to charge GSTRP appropriately. The form is
completed by the department, signed by the supervisor, and automatically routed to Grants & Contracts (G&C) for
processing. It ensures consistent documentation and streamlines the approval workflow. If you have any questions,
please contact easr.ask@office365.gatech.edu.
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Add recipients

GRA  # NEEDS TO SIGN

Name *

Email *

Pl&weCo-Pt 4 NEEDS TO SIGN

Name *

Email *

Send ‘ v

1. Initiator/ Sender (could
be the GRA)

Enter the names of the two
“signers”: GRA and PI (or Co-
Pl) (their GT emails will auto
populate)

When ready click SEND to
start the signing process.
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2. GRA (First Recipient/ Signer): # docusign

- Receives an email notificationandan ~ sontv
invitation to review and approve/sign. 7T

Neli Tranakiev sent you a document to review and sign.

(If the GRA was also the Initiator there wi .|
be an option to “Sign Now" upon sending

the envelope, or the link in the email
notification can be used to00);

REVIEW DOCUMENT

[z |
- On the next page the GRA must enter e
the form data (all required fields in the —
required formats). Please enter the |
applicable hours for each period and
grant. The effort percentage, GSTRP
charge, and total hours will be N - s

ssignment.

calculated automatically. N

Georgia Tech Monthly Research Effort Record for Military Graduate Research Assistants
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Principal Investigator or CO- PI Name:

10/7/2025 | 8:45 EOT
! winapal Investigator or CO- P11D Signature:

Employee Name:

- Enter Affiliate ID (or GT employee ID

n u m b er Effor rtnep ing documents r q red to be bm tted ia DocuSign by h 3 dh ss day e hmomhand late timesheets may be denied.
. All r hp rformed on sponsored awa d po sored fundings sou h s department designated, Georgia Tech Foundation, Start-Up, or GTRC
fus d h uld be | de d
n Remissio Ivh rged for work performed o ted funds where allowable.

Tuitios
MGRASs should Iy ord effort hours monthly as allow dhyhlrstatus,hetween 33 and .49 FTE (or approximately 52-80 hours monthly)

- When ready Sign and click FINISH. -, Georgia
Tech
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3. PI/ Co-PI (Second Recipient/ & docusign
Signer):

- Receives an email notification and
an invitation to review and

Neli Tranakiev sent you a document to review and sign.

d p p rove/s | g n. - REVIEW DOCUMENT

eorgia Te lontl ea ort
.
- Reviews the form data worae s e,
e rant Nul nsor Effort Effort
01/2025 Gl My Sponsor 100

- Enter Principal Investigator’s (Co- -

PI's) GT employee ID number. o

- When ready Sign and click FINISH. =

0.00 %

Total Hours on Project: 1.0 100.00 %

4. This completes the DocuSign e

Principal Investigator or CO- Pl Employee ID: l:l

signing process. Emails with

Employee Name: o 1o0oKeY  principal Investigator or CO- PI Name: o TanakEY

notification and a .pdf file copy of R - I——

. .
t h e S I n e d fo r l I I W I | I b e S e nt to a I I Effort reporting documents required to be submitted via DocuSign by the 3rd business day each month and late timesheets may be denied.
All research performed on sponsored awards or non-sponsored fundings sources such as department designated, Georgia Tech Foundat

tion, Start-Up, ar GTRC

funds should be included.

. . .
Tuition Remission is only charged for work performed on restricted funds where allowable.
p a r I C I p a n S a n e O S C C O u n I n g MGRAs should only record effort hours monthly as allowed by their status, between .33 and .49 FTE (or approximately 52-80 hours mon

Team.

thly)
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