
Process for the Authorized Signer  
to Approve and Submit an Escrow Reserve Request via GetSign 

The request process is handled completely online. The process is completed using the online platform monday.com in 
conjunction with GetSign, an app for monday.com to create, send, sign, and track electronic signatures (eSignatures). 

1. The requestor’s Contact Person completes a monday.com online Reserve Account Withdrawal Form and then 
clicks the Submit button. The images below show the beginning and end of the form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. After the Contact Person completes the monday.com online form and clicks the blue Submit button, the 
Authorized Signer will receive an email from IHDA via GetSign with the subject, “Action Needed: Reserve Request 
Signature Needed by IHDA” requesting their signature to complete the submission process. The email is sent from 
donotreply2@ihda.org and looks like the screenshot below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Authorized Signer 

 

https://wkf.ms/3Xv9reS


3. Click the blue Review & Sign button at the bottom of the email to access the request form.  
4. Click the blue Get Started button 

to open the document for signing.  
 
 
 
 
 
 
 

5. Scroll to the bottom, click the Signature field, sign the form, and then click the blue Add button.  
You can sign using your finger/mouse, or select “Type” to enter your signature using the keyboard.  

 
 
 
 

 
 

6. Click the blue Finish button in the top right corner of the screen, and then click the blue Close Window button in 
the pop-up window to complete the submission process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. You will receive an email, similar to the one shown at 
the right, with a link to download the signed request 
form. 

a. You can download and save the form. 
b. You can also forward the email to others so they 

can download and save it. 
 
 

8. After the Authorized Signer completes the 
process, the Contact Person will receive a 
separate email stating that the request has been 
successfully submitted.  

Authorized Signer 
 


