
DocuSign Instructions for Sending the HPAG Wealth Management 
Services Agreement (WMSA) 

When sending the WMSA (formerly known as the DAMA) through eSignature, you must send the WMSA 
separately from the other account paperwork in its own envelope. Unlike the LPL forms, the WMSA must be 
reviewed by our compliance department of HighPoint. Once that has been completed it will be sent to 
Michelle Juras for signature, whereas all other account paperwork is reviewed by the LPL Home Office and is 
signed either by the OSJ, OSJ Delegate, or home office compliance department.  

Steps to Send the WMSA 
Step 1: Log into ClientWorks. Select Menu and choose Tools 

 

Step 2: Select E-Signature (DocuSign) 

   



Step 3: Once in DocuSign, select start, envelopes, Use a Template 

  

Step 4: Select “Shared with Me” 

   
 

Step 5: Type HighPoint in search box, hit enter and select “Highpoint – Wealth Management Service 
Agreement (WMSA)” then “Add Selected” 

   



Step 6: Enter the recipient’s information, client’s name and email address. Next, add access authentication by 
entering the last 4 digits of the client’s social security number. 

 
 

Step 7: (If Applicable) Repeat the same steps completed for the first client. If there is no second account 
holder, please delete Account Holder 2. 

 
 
 
 
 
 



Step 8: Enter the advisor’s name and email address. Then, add access code by entering the last 4 digits of the 
advisor’s social security number.  

 
 

Step 9: (If Applicable) Repeat the same steps completed for the first advisor. If there is no second advisor, 
please delete Advisor 2. 

 
 

 

 

 

 

 



Step 10: Enter Admin Reviewer’s Name (WMSA Reviewer), email address (dama@hiptpartners.com) and 
access code (0219). 

 
 

Step 11: Enter Branch Manager/OSJ Delegate Michelle Juras in the name field, enter email address 
(michelle.juras@hiptpartners.com) and access code (2651). 

 
 

 

 

 

 

 

 

mailto:dama@hiptpartners.com)


Step 12: Scroll down the page to “Add message”  

 
After all information is entered and a personalized message is added Select “NEXT” in the right-hand corner 

Step 13: Fill in the missing areas, account number, Rep ID, client information; (name(s), address, and email 
address), advisor(s) and annual fee. 

 



 

Step 15: Assure to check off the ‘Discretionary Asset Management Services’ on the second page, if this box is 
not checked off the WMSA will be rejected.  

  
 

Step 16: Once everything has been completed, hit send. 
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