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Introduction

Inserts are separate forms in Microsoft Word format posted under the FINAL Summer
2023 Indexed REC RFP Documents header on the Final Materials page of the
procurement website. When an Insert requires a signature, it must be completed either
by: (i) printing, signing, and scanning the Insert; or by: (ii) digitally signing the Insert
and providing along with the Insert an additional document or information that verifies
the identity of the signatory. Additional documentation or information may include: (i) a
certificate of completion if the signatory uses DocuSign; (ii) a Final Audit Report if the
signatory uses Adobe Sign; (iii) evidence that the digital signature has been certified by
the signatory using a document signing Certificate; or (iv) other documentation or
information produced by a commercially available software that can be used by the
Procurement Administrator to verify the identity of the signatory. Digital signatures
without a document or information verifying the identity of the signatory are not
acceptable; signature images and other electronic signatures are not acceptable.

In this document, the Procurement Administrator 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 a Bidder from using other commercially available
software as long as such software generates an additional document or information that
can be used by the Procurement Administrator to verify the identity of the signatory.

If electing to complete an Insert with a digital signature created in DocuSign, a Bidder
must include with the completed Insert the certificate of completion that is automatically
created in DocuSign after completing a document.
e DocusSign 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, a Bidder
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



https://www.ipa-energyrfp.com/indexed-wind-solar-and-brownfield/final-materials/
https://go.docusign.com/o/trial/?tgr=com-trial-hero
https://acrobat.adobe.com/us/en/sign/free-trial-global.html?trackingid=KLZWW
https://acrobat.adobe.com/us/en/sign/free-trial-global.html?trackingid=KLZWW
https://helpx.adobe.com/sign/tutorials.html
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e Instructions for downloading the Final Audit Report can be found here:
https://helpx.adobe.com/sign/using/audit-reports-transaction-history.html

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://helpx.adobe.com/sign/using/audit-reports-transaction-history.html
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DOWNLOADING THE CERTIFICATE OF COMPLETION USING
DOCUSIGN

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

DocuSign

Once the Insert has been

digitally signed, click the

Your document has been completed. “VIEW COMPLETED

DOCUMENT” button in the
VIEW COMPLETED DOCUMENT

confirmation email.

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.
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CLOSE OTHER ACTIONS v

Help & Support & “

About DocuSign Z

Click the “View Certificate (PDF)” View History 1

option to download the View Certificate (PDF) £
certificate of completion for the lew Certificate (PDF)

signed Insert.

Clone

Session Information

A sample digitally signed Insert and corresponding certificate of completion appear on pages 6-7
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. On the righthand side of the page click the download icon.

.
DocuSign.eSignature Home | Manage I Templates Settings 3 Sends Left @ DH

START NOW Completed ‘ Q. search Quick Views = FILTERS

ENVELOPES
Subject Status Last Change ¥ Folder

Bl Inbox
D v Complete with DocuSign: P1-10 P1 Project Certifications Insert_... Completed 4/24/2023 Sent
& Sent To: Danielle Honan 04:28:08 pm

[+ Drafts
@ Deleted
Bulk Send

PowerForms

Once the insert is completed, click
a2 “Download” for the applicable insert
© Action Required from your DocuSign Inbox.

() Waiting for Others

A Expiring Soon

~/ Gompleted



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

Select which files you want to download:

Check “All".

All 2 files

Document 1 PDF

NRINEN

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 [D: 8DBE41A1-8400-4741-000F-28A4AB44FDD1
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Summer Sun Project
Name af Project

Seller

Inc.

Name of Seller

-

This Insert may be:
o Printed, signed, scanned, and uploaded to the online Part 1 Form;

or
Submitted with a digital signature and a document or information verifiing the identity of the
signatory.

Electronic signatures (e.g., a picture of a signature by oppesition to a digital signature entered through
software such as that offered by DocuSign) are not acceptable.

P1 PROJECT CERTIFICATIONS INSERT (#P 1-10)
(FIRST ITEM IN SECTION 7 OF THE PART 1 FORM)

L Danielle Honan [enter the name of the Officer of the Seller]. certify that:

1

the Project is a “utility-scale wind project” or a “wtility-scale solar project” or a “brownfield site
photovoltaic project” as these terms are defined in the IPA Act and the Seller has made all
investigations it deems necessary to make this determination;
the Project 15 not a repowered facility:
the Date of First Operation of the Project, as this temm is defined by PTM EIS GATS or M-RETS,
did not occur on or before June 1, 2017;
the Project has reached the appropriate development milestones to fully expect that the Project
will deliver its first REC to each Company by a date consistent with the terms of the Indexed
REC Contract;
the Project has or will have a single revemue cuality meter that satisfies the requirements of the
applicable regional transmission organization, transmussion provider, or distribution company
and that measures or will measure its generation output;
the Project is or will be registered in PIM EIS GATS or M-RETS and the Seller will deliver RECs
to the Companies by delivering such RECs through a standing order for the Project to each
Company’s PIM EIS GATS or M-BETS account in an unretired state;
the Project 15 not and will not be a generating unit whose costs are being recovered through rates
regulated by Illinois or any other state or states; and
the information provided in the Proposal regarding the Project, inchuding the description of the
Project site, is true, up-to-date, and accurate to the best of my kmowledge and belief.
it by
Jaalle. fovain 4/24/2023

HF DOFCANRGCE S

Signature of Officer of the Seller Date

Q
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DocuSign

Certificate Of Completion
Envelops Id: BDBA4141640C4TS1020F25A4A844FD1 Status: Completed
Subject Complete with DocuSign- P1-10 P1 Project Certifications Insert_28 APR 20232 pdf
Source Envelope:
Document Pages: 1 Signatures: 1 Emwvelope Onginator:
Certificate Pages: 1 Initials: 0 Danisll: Honan
AutoMav: Enabled Danielle Honan@nera.com
Enwvelopeld Stamping: Enabled IP Address: 73.38.156.8
Time Zone: (UTC-08:00) Pacific Time (US & Canada)
Record Tracking
Status: Original Holder: Daniclle Honan Location: DocuSign
4242023 1:28:08 PM Danizlle Honan@nera.com

Signer Events Signature Timestamp
Daniellz Honan Oecioned by: Sent 4/24/2023 12732 PM
danielle honan@nera_com DM.ILH.L Fhamaun Wiewed: 4/24/2023 1:27:30 PM
Research Associate R Signed: 4/24/2023 1:28:03 PM
MERA Economic Consulting . . Freeform Signing
Security Level: Email, Account Authentication Signature Adoption: Pre-selected Style
(Nane) Using IP Address: 73.28.156.8
El ic Record and Signature Di

Not Offered wia DocuSign
In Person Signer Events Signature Timestamp
Editor Delivery Events Status Timestamp
Agent Delivery Events Status Timestamp
Intermediary Delivery Events Status Timestamp
Certified Delivery Events Status Timestamp
Carbon Copy Events Status Timestamp
‘Witness Events Signature Timestamp
Motary Events Signature Timestamp
Envelope Summary Events Status Timestamps
Envelope Sent Hashed/Encrypted 412412023 1:27:33PM
Certified Delivered Security Checked 4/24/2023 1:27:32 PM
Signing Complete Security Checked 4/24/2023 1:28:08 PM
Completad Security Checkad 4/24/2023 1:28:08 PM
Payment Events Status 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.

P1 PRoJECT CERTIFICATIONS INSERT (P 1-10) sereh tocks

(FIRST ITEM IN SECTION 7 OF THE PART 1 FORM)
Ea} Create PDF

1. Danielle Honan [enter the name of the Officer of the Seller]. certify that:
Ei‘ Combine Files
1. the Project is a “utility-scale wind project” or a “utility-scale solar project” or a “brownfield site

photovoltaic project™ as these terms are defined in the IPA Act and the Seller has made all E Edit PDF
investigations it deems necessary to make this determination:

2. the Project is not a repowered facility: /4, Fill & Sign
the Date of First Operation of the Project. as this term is defined by PIM EIS GATS or M-RETS.
did not occur on or before June 1. 2017; EE) Export PDF

4. the Project has reached the appropriate development milestones to fully expect that the Project
will deliver its first REC to each Company by a date consistent with the terms of the Indexed
REC Contract;

5. the Project has or will have a single revenue quality meter that satisfies the requirements of the
applicable regional transmission organization. transmission provider. or distribution company
and that measures or will measure its generation output:

6. the Projectis or will be registered in PIM EIS GATS or M-RETS and the Seller will deliver RECs P MM Sean & OCR
to the Companies by delivering such RECs through a standing order for the Project to each 7

Organize Pages
Send for Comments

Comment

Company’s PJM EIS GATS or M-RETS account in an unretired state: O Protect
7. the Project is not and will not be a generating unit whose costs are being recovered through rates
regulated by Illinois or any other state or states; and £ Redact
8. the information provided in the Proposal regarding the Project, including the description of the
Project site, is true, up-to-date. and accurate to the best of my knowledge and belief. [ER Compare Files

Certificates

Signature of Officer of the Seller Date Optimize PDF

Create Custom Tool

More Tools

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

Home  Tools P1-10 P1 Project C...

Q ISEar’ch tools

E& Create PDF

Eﬁ Combine Files
Create & Edit o
2 EditPoF
Fill & Sign
i 2 = b 9
= = o=
© ¥ - [ Export POF
Create PDF Combine Files Organize Pages Edit PDF
Organize Pages
o -] o -] o [ o -]
Send for Comments
+ t"
ﬁ H Comment
i5 Scan & OCR
Export PDF Scan & OCR Rich Media
(oper [+ (oper [+ (o0 [+] O protec
»
4 Redact
Forms & Signatures [E3 Compare Files

E_’}@ Certificates

4 B &4

Fill & Sign Prepare Form Certificates @ Create Custom Tool

=0 (7 1) c=In

Optimize PDF
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Locate the Certificates banner at the top of the Insert.

e Ifyou 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.

e 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 Procurement Administrator is not aware of a free-trial
option for these vendors.
https://helpx.adobe.com/acrobat/kb/certified-document-services.html

Home  Tools

P1-10 P1 Project C... %

w B HQ 1o kMO ® - @ P B 2 gD Q

I Certificates

é‘g Digitally Sign Time Stamp @Q. Certify (Visible Signature) @ Certify (Invisible Signature)

Close
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Summer Sun Project
Name of Project
Seller A. Inc.

Name of Seller

This Insert may be:
e Printed, signed, scanned, and uploaded to the online Part I Form;
or
o Submitted with a digital signature and a document or information verifving the identity of the
signatory.

Electronic signatures (e.g.. a picture of a signature by opposition to a digital signature entered through
software such as that offered by DocuSign) are not acceptable.

P1 PROJECT CERTIFICATIONS INSERT (P 1-10)
(FIRST ITEM IN SECTION 7 OF THE PART 1 FORM)

1. Danielle Honan [enter the name of the Officer of the Seller], certify that:

1. the Project is a “utility-scale wind project” or a “utility-scale solar project” or a “brownfield site
photovoltaic project” as these terms are defined in the TPA Act and the Seller has made all
investigations it deems necessary to make this determination:

2. the Project is not a repowered facility:

3. the Date of First Operation of the Project. as this term is defined by PTM EIS GATS or M-RETS.
did not occur on or before June 1, 2017:

BT & &

olg

o B DRI BE N O B

10



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

I Certificates

P1-10 P1 Project C... x

B H Q 17 k@@@wzs%vav? B ¢ &g o Q

éﬁ Digitally Sign [%) Time Stamp @Q. Certify (Visible Signature) Q Certify (Invisible Signature)
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Summer Sun Project | Adebeserebat X

Name of Project
Seller A, Inc.

Name of Seller

B To begin the certification process, choose the 'Drag New Signature Rectangle’
button, and then drag out the area where you would like the certifying signature to
appear. Once you finish dragging out the desired area, you will be taken to the next
step of the certification process,

[ Do not show this message again

[ Drag New Signature Rectangle ... | Cancel

This Insert may be:
o Printed, sighed, s¢armmeaumraprowsearo-rreormrrre r-arr o
or
o Submirted with a digital signature and a document or informarion verifyving the identity of the
signatory.

Electronic signatures (e.g.. a picture of a signature by opposition to a digital signature entered through
software such as that offered by DocuSign) are not acceptable.

P1 PRoOJECT CERTIFICATIONS INSERT (#P1-10)
(FIRST ITEM IN SECTION 7 OF THE PART 1 FORM)

I. Danielle Honan [enter the name of the Officer of the Seller]. certify that:

1. the Project is a “utility-scale wind project™ or a “utility-scale solar project™ or a “brownfield site
photovoltaic project” as these terms are defined in the IPA Act and the Seller has made all
investigations it deems necessary to make this determination:

2. the Project is not a repowered facility:
the Date of First Operation of the Project. as this term is defined by PIM EIS GATS or M-RETS.
did not occur on or before June 1, 2017:

Close

M < &

B

B N OB

o El O S

11



Summer 2023 Procurement Events (Indexed REC RFP)
28 APR 2023

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 P1-10 P1 Project C.. x

0 J =2
B % 8 X Q 1 M OO O me- Fmr T 22
Q Certified by Honan, Danielle <Danielle.Honan@nera.com>, certificate issued by MMC Corporate Issuing CA 01. Signature Panel I

investigations it deems necessary to make this determination; .

@ 2. the Project is not a repowered facility;

3. the Date of First Operation of the Project, as this term is defined by PTM EIS GATS or M-RETS,
did not occur on or before June 1, 2017;

4. the Project has reached the appropriate development milestones to fully expect that the Project
will deliver its first REC to each Company by a date consistent with the terms of the Indexed
REC Contract;

5. the Project has or will have a single revenue quality meter that satisfies the requirements of the
applicable regional transmission organization, transmission provider, or distribution company
and that measures or will measure its generation output;

6. the Project is or will be registered in PTM EIS GATS or M-RE'] .. . .
to the Companies by delivering such RECs through a stand The dlgltal signature includes the

Company’s PIM EIS GATS or M-RETS account in an unretiy ~Signature date. In this case, the Date

7. the Project is not and will not be a generating unit whose cost line to the right may be left blank.
4 regulated by Illinois or any other state or states; and

R @ =3

8. the information provided in the Proposal regarding the Project, inclu
Project site, is true, up-to-date, and accurate to the best of my knowy

Digitally signed by Honan,

Honan, Danielle oanieie
Date: 2023.04.24 16:41:51 -04'00"

Signature of Officer of the Seller Date
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