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INTRODUCTION 
 
Inserts are separate forms in Microsoft Word format posted to the “inserts” tab of the online proposal 

website dspproposal.com.  RFP Bidders 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 Proposal may be 

uploaded to the online Part 1 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 Independent Evaluator 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.  

 
RFP Bidders 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.  

 
1. Inserts such as the P1-6 P1 Certifications (A) Insert can be completed as follows: 

a. Submitted with a digital signature with an accompanying document or information 

verifying the identity of the signatory; or  

b. Signed with the signature notarized. Each such Insert can be uploaded to the online form 

or sent by email to the Independent Evaluator at pecoprocurement@nera.com. 

 
2. Inserts such as the P1-1 Representative Insert can be completed as follows: 

a. 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 

https://www.dspproposal.com/
mailto:pecoprocurement@nera.com
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online form, or sent by email to the Independent Evaluator at pecoprocurement@nera.com); 

or  

b. 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 Independent Evaluator at 

pecoprocurement@nera.com by the signatory or with the signatory on copy). 

 
In this document, the Independent Evaluator 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 a document signing certificate in Adobe Acrobat.  This does not preclude an RFP 

Bidder from using other commercially available software as long as such software generates an 

additional document or information that can be used by the Independent Evaluator to verify the 

identity of the signatory. 

 
If electing to complete an Insert with a digital signature created in DocuSign, an RFP Bidder must 

include with the completed Insert the certificate of completion that is automatically created in 

DocuSign after completing a document. 

• DocuSign offers a 30-day trial. Please see the details here: 

https://go.docusign.com/o/trial/?tgr=com-trial-hero   

• An individual 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 RFP Bidder must 

include with the completed Insert the Final Audit Report that is automatically created in Adobe Sign 

after completing a document: 

• Adobe Sign offers a free trial. Please see the details here:  

https://acrobat.adobe.com/us/en/sign/free-trial-global.html?trackingid=KLZWW   

• Various tutorials for using Adobe Sign can be found here: 

https://helpx.adobe.com/sign/tutorials.html  

• Instructions for downloading the Final Audit Report can be found here: 

https://helpx.adobe.com/sign/using/audit-reports-transaction-history.html 

mailto:pecoprocurement@nera.com
mailto:pecoprocurement@nera.com
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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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. 
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DOWNLOADING THE CERTIFICATE OF COMPLETION USING DOCUSIGN  
 

DocuSign provides instructions for uploading the Insert to be signed to its 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, click the “VIEW COMPLETED DOCUMENT” button to be directed to a 
webpage to download the signed Insert, as shown below. 
 

 
 

 
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. 
 

Once the Insert has been 
digitally signed, click the 

“VIEW COMPLETED 
DOCUMENT” button in the 

confirmation email. 
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A sample digitally signed Insert and corresponding certificate of completion appear on pages 7-9 of 
this guide. 

2. DOWNLOADING THE CERTIFICATE OF COMPLETION FROM A DOCUSIGN 
ACCOUNT 

Log into a DocuSign account (https://account.docusign.com/#/password) 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. 

 

 
 

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

Once the insert is completed, click 
on the applicable insert from your 
DocuSign Inbox.  

 

https://account.docusign.com/#/password


Digital Signatures Instructions 
 

6 
 

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

 

 

A sample digitally signed Insert and corresponding certificate of completion appear on the 
following pages of this guide.  

Check “All”.   
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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.  
 

 
 
 
 
Next, click on the “Certificates” Icon under the header Forms & Signatures.  
 

 
 
 
 



Digital Signatures Instructions 
 

11 
 

Locate the Certificates banner at the top of the Insert. 
• If you see the option “Certify (Visible Signature)”, then you are able to Certify and apply a 

digital signature using a document signing Certificate using Adobe Acrobat. 
• If you 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 Independent Evaluator is not aware of a free-trial option for these vendors.  
https://helpx.adobe.com/acrobat/kb/certified-document-services.html  
 

 
 
  

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.  
 

 
 
 
 
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.  
 

  
 
 
 

The digital signature includes the 
signature date. In this case, the Date 

line to the right may be left blank. 
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