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INSTRUCTIONS TO COMPLETE AND SUBMIT SCHEDULE 5 ELECTRONICALLY 
 

LENDER COMPLETES THE FOLLOWING STEPS 
 

1. Visit https://rockvillemd.gov/elections then click the link “Running for Office.” Scroll down to Section 

Scroll down to Section 2 Candidate Information Election Packet, click the link for “Schedule 5: Report 

on Loan to Campaign Committee”.  Clicking the link will open DocuSign. 

 
 

2. Once DocuSign opens, the lender completes the name and email fields, then clicks the Begin Signing 

button  (Refer to screen shot below).  

Note: The lender is the first person to complete his/her section and sign Schedule 5. Once completed, an 

email along with Schedule 5 as an attachment will be generated for the Candidate for completion of 

his/her section and signature 

 
  

https://rockvillemd.gov/elections
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3. If prompted, read the Electronic Record and Signature Disclosure then click the check box to indicate 

you have read and agree to use the electronic records and signatures. 

 

 
 

4. Click CONTINUE. 

 

5. If you choose to complete and sign Schedule 5 later, you can ignore the message box shown below if it 

is displayed. 

 

 
 

 

6. Click START. 

 

7. The cursor will automatically move to Section 2: Terms of Loan. This section is to be completed by the 

lender. 

 

8. Click NEXT and enter the Name of Lender. 

 

9. Click NEXT and enter the Address of Lender. 

 

10. Click NEXT and click Yes or No to answer the question “Are the terms of the loan stated in writing?” 

 

11. Click NEXT and enter the Schedule for Repayment. 

 

12. Click NEXT and enter the Interest Rate. 

 

13. Click SIGN. If this is the first time you are using DocuSign, an example of your signature will be 

displayed. You may change the style by clicking the Change Style button on the right side of the box or 

draw your signature by clicking the Draw button. 

Note: This version of DocuSign does NOT allow for inserting an image file of  your actual signature. 
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14. Once you have chosen or drawn your signature, click ADOPT AND SIGN. The date field will be 

automatically populated. 

 

15. Click FINISH. 

 

16. Close the browser.  

 

The completed and signed version of Schedule 5 then routes via email to the Candidate. The Lender will also 

receive an email from City of Rockville via DocuSign.  
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CANDIDATE COMPLETES THE FOLLOWING STEPS  

 

1. The candidate opens their email and locates the email from City of Rockville via DocuSign.  At this 

point, the Candidate clicks the REVIEW DOCUMENT button to launch DocuSign and open Schedule 

5. 

 

 
 

2. If prompted, read the Electronic Record and Signature Disclosure agreement then click the check box to 

indicate you have read and agree to the use of electronic records and signatures. 

 

 
 

3. Click CONTINUE. 

 

4. Click START. The cursor will be in the Reporting Period field. Click the drop-down arrow and select 

the reporting period from the drop-down box.  

5.  

 
 

6. Click CHOOSE to move to the Amended Report field.  Click the drop-down arrow and select either 

Yes or No. 

 

7. Click NEXT and enter the Name of the Campaign Committee. 

 

8. Click NEXT and enter the Name of Candidate. 
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9. Click NEXT and enter the Date the Loan was Received. 

Note: Date format is MM/DD/YYYY 

 

10. Click NEXT and enter the Amount of the Loan. 

Note: Decimal places are allowed; Commas are NOT allowed 

 

11. Click NEXT and enter the name of payee. 

 

12. Click NEXT and enter the name of person/company who provided the loan. 

 

13. Click NEXT. 

 

14. Click SIGN. If this is the first time you are using DocuSign, an example of your signature will be 

displayed. You may change the style by clicking the Change Style button on the left side of the box or 

draw your signature by clicking the Draw button. 

Note: This version of DocuSign does not allow for inserting an image file of  your actual signature. 

 

15.  
 

16. Once you have chosen or drawn your signature, click ADOPT AND SIGN. The date field will be 

automatically populated. 

 

17. Click FINISH. 

 

18. The following message box will be displayed. You may want to download or print a copy of the 

completed and signed Schedule 5. Or, you can click CLOSE, and either print or use SAVE AS from 

your email program if you want to retain a hard copy of the document.  
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19. Click CONTINUE. 

 

20. Close the browser.  

 

21. The completed Schedule 5 is then emailed as an attachment to the candidate, treasurer and to 

campaignfinancereport@rockvillemd.gov. 

 

22. The screen shot below shows how the email with the attachment will appear in your email inbox. 

 

 
 

mailto:campaignfinancereport@rockvillemd.gov
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A sample of a completed and signed Schedule 5 is shown below. 

 

 


