Digital Signatures Instructions

INTRODUCTION

Inserts are separate forms in Microsoft Word format posted to the application process page under
the “bidder info” tab of the BGS Auction Website. Applicants complete all applicable Inserts and
provide additional verification on the identity of the signatory when required. Some Inserts require
either that the signature be notarized or that the signature be digital and accompanied by a document
or information that verifies the identity of the signatory. Other Inserts allow for (i) a scanned wet
signature or electronic signature as long as the Insert is submitted by email by the signatory or with
the signatory on copy; or (ii) a digital signature with a document or information that verifies the
identity of the signatory. Other than Inserts completed with a scanned or electronic signature for
which email transmission is required, documents required to support the Part 1 Application may be
uploaded to the online Part 1 Application Form.

For purposes of completing an applicable Insert, a “digital” signature is one that is created using
commercially available software (such as DocuSign, Adobe Acrobat, or Adobe Sign), which generates
an additional document or information that can be used by the BGS Auction Manager to verify the
identity of the signatory. A digital signature is different from an “electronic” signature, which is
computer-generated but is not created using a software that generates additional documentation or
information that can be used to verify the identity of the signatory. An example of an electronic
signature is an image of a signature.

Applicants may complete all applicable Inserts using a digital signature with an accompanying
document to verify the identity of the signatory. However, digital signatures are not required. For
each Insert there is an alternative acceptable method for completing the Insert; each Insert contains
instructions describing the acceptable methods of completion and submission for that specific Insert.

Inserts such as the Authorized Representative Insert (#P1-1) can be completed as follows:
e Submitted with a digital signature with an accompanying document or information verifying
the identity of the signatory; or
e Signed with the signature notarized.
Each such Insert can be uploaded to the online Part 1 Application Form or sent by email to the BGS
Auction Manager at BGS-Auction@nera.com.

Inserts such as the Nominee Insert (#P1-2) can be completed as follows:

e Submitted with a digital signature with an accompanying document or information verifying
the identity of the signatory (if digitally signed, the Insert may be uploaded to the online Part
1 Application Form or sent by email to the BGS Auction Manager at BGS-Auction@nera.com);
or

e Submitted with a scanned wet signature or submitted with an electronic signature (if not
digitally signed the Insert must be sent by email to the BGS Auction Manager at BGS-
Auction@nera.com by the signatory or with the signatory on copy).

Each Insert falls into one of these two categories.

In this document, the BGS Auction Manager provides instructions on how to obtain the additional
document or information that verifies the identity of the signatory for Inserts that are digitally signed
using DocuSign or Adobe Acrobat. This does not preclude an Applicant from using other
commercially available software as long as such software generates an additional document or
information that can be used by the BGS Auction Manager to verify the identity of the signatory.


https://bgs-auction.com/bgs.bidinfo.am.asp
mailto:BGS-Auction@nera.com
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If electing to complete an Insert with a digital signature created in DocuSign, an Applicant must
include with the completed Insert the certificate of completion that is automatically created in
DocuSign after completing a document.
e DocuSign offers a 30-day trial. Please see the details here:
https://go.docusign.com/o/trial /?tgr=com-trial-hero
e Anindividual can create a free DocuSign account to upload and sign documents as long as the
account holder is the only signatory to these documents. A paid subscription is required if
the documents require the signature of individuals other than the account holder.

If electing to complete an Insert with a digital signature created in Adobe Acrobat, the signatory must
have a document signing Certificate in place to validate the digital signature.

If electing to complete an Insert with a digital signature created in Adobe Sign, an Applicant must
include with the completed Insert the Final Audit Report that is automatically created in Adobe Sign
after completing a document:
e Adobe Sign offers a free trial. Please see the details here:
https://acrobat.adobe.com/us/en/sign/free-trial-global.html?trackingid=KLZWW

e Various tutorials for using Adobe Sign can be found here:
https://helpx.adobe.com/sign/tutorials.html
e Instructions for downloadmg the Fmal Audlt Report can be found here

The remainder of this document provides screenshots and guidance to download the certificate of
completion using DocuSign as well as using the document signing Certificate in Adobe Acrobat.


https://go.docusign.com/o/trial/?tgr=com-trial-hero
https://acrobat.adobe.com/us/en/sign/free-trial-global.html?trackingid=KLZWW
https://helpx.adobe.com/sign/tutorials.html
https://helpx.adobe.com/sign/using/audit-reports-transaction-history.html
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DOWNLOADING THE CERTIFICATE OF COMPLETION USING DOCUSIGN

DocusSign provides instructions for uploading the Insert to be signed to their site and completing the
digital signature process. Once the Insert is digitally signed, the sender (the individual who uploaded
the Insert and prepared the “envelope” in DocuSign) as well as all signatories receive a copy of the
signed document. The sender may also add individuals (other than the signatories) who will receive
a copy of the signed document. Any individual receiving the signed document can follow the
instructions below to download the certificate of completion via either: 1) the confirmation email
generated by DocuSign, or 2) their own DocuSign account.

1. DOWNLOADING THE CERTIFICATE OF COMPLETION FROM EMAIL

From the confirmation email generated by DocuSign, click “VIEW COMPLETED DOCUMENT".

DocuSign

Once the Insert has been
digitally signed, click the

“VIEW COMPLETED
Your document has been completed. DOCUMENT” button in the

confirmation email.
VIEW COMPLETED DOCUMENT

In the upper righthand corner of the webpage that opens, click the “OTHER ACTIONS” drop down
menu, and select “View Certificate (PDF)” to download the certificate of completion. See screenshot

on next page.
CLOSE OTHER ACTIONS ~

Help & Support [

About DocuSign &
Click the “View Certificate
(PDF)” option to download
the certificate of completion View Certificate (PDF)
for the signed Insert.

View History ~

Clone

Session Information

!

A sample digitally signed Insert and corresponding certificate of completion appear on pages 6-7 of
this guide.
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2. DOWNLOADING THE CERTIFICATE OF COMPLETION FROM A DOCUSIGN
ACCOUNT

Log into a DocuSign account (https://account.docusign.com/#/username) and click on the Manage
tab in the top navigation bar. Next, click on the Completed link at the bottom of the left-hand
navigation bar.

°
Do.cuSign eSignature Home Templates Settings 3 Sends Left ® KM

START NOW Completed | Q search quick views | = frens
ENVELOPES
Last
Subject Status s v Folder
Change
Inbox
‘7| Please DocuSign: P1_1_ALL BIDDERS_Authorized Re... Completed 11/29/2021 Sent DOWNLOAD v

Sent
03:54:53 pm Inbox

\/ .
Drafts To: Kathleen L. Morrison
Deleted

Bulk Send
Click on the document from your
DocuSign Inbox.

| J4 0

PowerForms

QUICK VIEWS

o Action Required

@ Waiting for Others

A Expiring Soon

~/ Completed

A\ Authentication Failed

On the righthand side of the page, click the download icon.

DocuSign eSignature Home Manage Templates Settings 3 Sends Left ‘

Please DocuSign: P1_1_ALL BIDDERS_Authorized Representative Insert.pdf ©

Envelope ID

From: Kathleen L. Morrison

Last change on 11/29/2021 | 03:54:53 pm
Sent on 11/29/2021 | 03:54:22 pm

+/ Completed
MOVE MORE v R =)
Recipients T= SIGNING ORDER
~/  Kathleen L. Morrison L Signed
kate.morrison@nera.com on 11/29/2021 | 03:54:53 pm

Signed in location



https://account.docusign.com/#/username
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In the pop-up box that appears, check the box to download “All”. Clicking “Download” will generate
a zip file with both the digitally signed Insert and the certificate of completion.

Download

Select which files you want to download:

All 2 fileg - ————————

Check “All".

Document 1 PDF

Certificate of Completion 1 PDF

Combine all PDFs into one file

DOWNLOAD CANCEL

A sample digitally signed Insert and corresponding certificate of completion appear on the
following pages of this guide.
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DocuSign Envelope ID: 9651COCT-8880-43TE-ADCE4SC36B4A5C4E

2022 BGS Auctions
30NOV 2021

Bidder A LLC
Name of Applicant

THE BGS AUCTION MANAGER IS ACCEPTING A DIGITAL SIGNATURE OR A
NOTARIZED SIGNATURE FOR THIS INSERT.

This Insert may be completed as follows:
s Signed by the Authorized Representative with the signature notarized;
or:
Submitted with a digital signature (using commercially available software such as
DocuSign) with an accompanying document or information verifying the identity of|
the signatory. Digital signatures are not required fo be notarized.

This Insert and any accompanying document or information may be submitted as follows:
*  Uploaded to the online Part 1 Application Form;
or:

s Sent by email to the BGS Auction Manager ar BGS-Auction@nerda.com.

AUTHORIZED REPRESENTATIVE INSERT (#P1-1)
(FIRST ITEM IN SECTION 2 OF THE ONLINE PART 1 APPLICATION FORM)

I, Eate Morrison (the Authorized Representative), hereby certify that I am authorized by the
Applicant to serve as Authorized Representative, to represent the Applicant in general in the BGS-
RSCP Auction, or in the BGS-CIEP Auction, or in both auctions, and to represent the Applicant
for purposes of this Part 1 Application mn particular.

I further certify that I will be responsible for all Confidential Information regarding the Auction
Process and I will distribute confidential mnformation only to other individuals who are authorized
to act on behalf of the Applicant.

DocuSigned by:
Mm % Menrisor, 11/29/2021
M GFE100612 169290
Signature of Authorized Representative Date
Signature and Seal from Notary Public Date

(OMIT this line if the Insert is digitally signed. Digital signatures are not required to be
notarized.)
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Certificate Of Completion

Envelope |d: 9651C9CTRB8043TEADCE49CIEB4ASC4E

Subject: Please DocuSign: P1_1_ALL BIDDERS_Authorized Representafive Inseri pdf
Source Envelope:

Document Pages: 1 Signatures: 1

Certificate Pages: 1 Initials: O

AutoMav: Enabled

Envelopeld Stamping: Enabled

Time Zone: (UTC-08:00) Pacific Time (US & Canada)

Record Tracking
Status: Original
11/28/2021 12:54:03 PM

Holder: Kathleen L. Morrison
kate.momizon@nera.com

Signer Events Signature

Kathleen L. Momison DeauSigned by:

EHI0001 2103458

kate.momison@nera. com

Security Level: Email, Account Authentication
{Mone)
Signature Adopiion: Pre-selected Style

Using IP Address: 69.250.204.5

Electronic Record and Signature Disclosure:
Mot Offered via DocuSign

In Person Signer Events Signature
Editor Delivery Events Status

Agent Delivery Events Status
Intermediary Delivery Events Status
Certified Delivery Events Status
Carbon Copy Events Status
Witness Events Signature
Notary Events Signature
Envelope Summary Events Status
Envelope Sent Hashed/Encrypted

Certified Delivered
Signing Complete
Completed

Security Checked
Security Checked
Security Checked

Payment Events Status

Status: Completed

Envelope Originator:
Kathleen L. Momison
kate.momison@nera.com
IP Address: 69.250.204.5

Location: DocuSign

Timestamp

DocuSign

Sent- 11292021 12:534:22 PM
Viewed: 11/28/2021 12:54:25 PM
Signed: 11/29/2021 12:54:53 PM

Freeform Signing

Timestamp
Timestamp
Timestamp
Timestamp
Timestamp
Timestamp
Timestamp
Timestamp
Timestamps
11/28/2021 12:54:22 PM
11/28/2021 12:54:25 PM

11/259/2021 12:54:53 PM
11/29/2021 12:54:53 PM

Timestamps
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USING A DOCUMENT SIGNING CERTIFICATE IN ADOBE ACROBAT

NOTE: This section outlines the steps to Certify and apply a digital signature using a
document signing Certificate purchased through a certificate authority that is compatible
with Adobe Acrobat. This example is not related to the software Adobe Sign.

Convert the Insert to a pdf file and open this file with Adobe Acrobat. Click on “More Tools” on the
menu bar.

pme Tools P1_1_ALL BIDDERS_... x

T B R Q 170 AR MO @ e g F B 2 & 2

AUTHORIZED REPRESENTATIVE INSERT (#P1-1)
(FIRST ITEM IN SECTION 2 OF THE ONLINE PART 1 APPLICATION FORM)

=

E“) Create PDF

I, Kate Morrison (the Authorized Representative), hereby certify that I am authorized by the B8 Combine Files
Applicant to serve as Authorized Representative, to represent the Applicant in general in the BGS-
RSCP Auction, or n the BGS-CIEP Auction, or in both auctions, and to represent the Applicant E Edit PDF
for purposes of this Part 1 Application in particular.
Z, Fill & Sign

I further certify that I will be responsible for all Confidential Information regarding the Auction
Process and I will distribute confidential information only to other individuals who are authorized Q) Export PDF

to act on behalf of the Applicant. )
Organize Pages

Send for Comments

. - 5 Comment
Signature of Authorized Representative Date
S Scan & OCR
O Protect
Signature and Seal from Notary Public Date & Redact

(OMIT this line if the Insert is digitally signed. Digital signatures are not required to be

. /% More Tools
notarized.) S

Click on the “Certificates” Icon under the header Forms & Signatures.

Home  Tools P1-6 P1 Certificatio...

Q fearch tools

n ﬁ Create PDF

Forms & Signatures 0 Combine Files
52 kdit POF
z @ Q/Q [ Export PDF
Fill & Sign Prepare Form Certificates

Organize Pages

[open [~ ] [ Add [~] [ Add [~]

Send for Review

Comment
Protect & Standardize »
A, Fill & Sign
O j ﬂ ﬁ @ IB; Enhance Scans
/am L6 ==
O Protect
Protect Redact PDF Standards Optimize PDF Print Production Accessibility

[open |~ Add | -] [ add [~] Add | -] [ add [~] [add [~]
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Locate the Certificates banner at the top of the Insert.

e [f you see the option “Certify (Visible Signature)”, then you are able to Certify and apply a
digital signature using a document signing Certificate in Adobe Acrobat.

e Ifyou do not see the option “Certify (Visible Signature)”, you must first purchase a document
signing Certificate that is compatible with Adobe Acrobat before you can validate the digital
signature in Adobe Acrobat. Please see the link provided below for vendors approved by
Adobe. The BGS Auction Manager is not aware of a free-trial option for these vendors.
https://helpx.adobe.com/acrobat/kb/certified-document-services.html

Home Tools P1_1_ALL BIDDERS_... x
BwB=EaQ @0 1 M OO w5 T B LI AD
Certificates é@ Digitally Sign [?9 Time Stamp Q’D Validate All Signatures % Certify (Visible Signature) Q Certify (Invisible Signature)

AUTHORIZED REPRESENTATIVE INSERT (#P1-1)
(FIRST ITEM IN SECTION 2 OF THE ONLINE PART 1 APPLICATION FORM)

1. Kate Morrison (the Authorized Representative). hereby certify that I am authorized by the
Applicant to serve as Authorized Representative, to represent the Applicant in general in the BGS-
RSCP Auction, or in the BGS-CIEP Auction, or in both auctions, and to represent the Applicant
for purposes of this Part 1 Application in particular.

I further certify that I will be responsible for all Confidential Information regarding the Auction
Process and I will distribute confidential information only to other individuals who are authorized
1o act on behalf of the Applicant.

Signature of Authorized Representative Date

Signature and Seal from Notary Public Date
(OMIT this line if the Insert is digitally signed. Digital signatures are not required to be
notarized.)



https://helpx.adobe.com/acrobat/kb/certified-document-services.html
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Click the option to “Certify (Visible Signature)” and complete the digital signature process.

Home  Tools P1_1_ALL BIDDERS ... %
J
BwBEQ ©0 ' DO w- - P B Lab
I Certificates E’@ Digitally Sign [?9 Time Stamp é}'a Validate All Signatures % Certify (Visible Signature) Q Certify (Invisible Signature)
AUTHORIZED REPRESENTATIVE INSERT (#P1-1) &
(FIRST ITEM IN SECTION 2 OF THE ONLINE PART 1 APPLICATION FORM) =
Bl
I, Kate Morrison (the Authorized Representative). hereby certify that I am authorized by the ¥
Applicant to serve as Authorized Representative. to represent the Applicant in general in the BGS- =
RSCP Auction. or in the BGS-CIEP Auction, or in both auctions, and to represent the Applicant o=
for purposes of this Part 1 Application in particular. z'
I further certify that I will be responsible for all Confidential Information regarding the Auction
Process and I will distribute confidential information only to other individuals who are authorized E‘e;
to act on behalf of the Applicant.
0
Ca
Signature of Authorized Representative Date =]
o
1
Signature and Seal from Notary Public Date O
(OMIT this line if the Insert is digitally signed. Digital signatures are not required to be
notarized.) p74
&

Once completed, you will see a banner at the top of the digitally signed Insert with the additional
information that the signature has been certified as shown below.

Home  Tools P1_1_ALL BIDDERS.... *
ByB8EQ OO 1 MPMOO - KT B2 &b
I Certificates é}@ Digitally Sign [?3 Time Stamp b’oVaIidate All Signatures @Q Certify (Visible Signature) @ Certify (Invisible Signature)

Q Certified by Morrison, Kate <Kate.Morrison@nera.com>, certificate issued by MMC Corporate Issuing CA 02. Signature Panel

AUTHORIZED REPRESENTATIVE INSERT (#P1-1)
(FIRST ITEM IN SECTION 2 OF THE ONLINE PART 1 APPLICATION FORM)

H I, Kate Morrison (the Authorized Representative), hereby certify that I am authorized by the
@ Applicant to serve as Authorized Representative, to represent the Applicant in general in the BGS-
RSCP Auction, or in the BGS-CIEP Auction, or in both auctions, and to represent the Applicant
& for purposes of this Part 1 Application in particular.
4

I further certify that I will be responsible for all Confidential Information regarding the Auction
Process and I will distribute confidential information only to other individuals who are authorized
o act on behalf of the Applicant.

Digitally signed by Morrison,

Morrison, Kate ke

Date: 2021.11.20 16:20:16 -05'00°

Signature of Authorized Representative Date

Signature and Seal from Notary Public
(OMIT this line if the Insert is digi
notarized.)

The digital signature includes the
signature date. In this case, the Date
line to the right may be left blank.
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