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E-signature | Best practices

> You must use EVO Experience driven to submit our transactions. If e-signature or the transaction is
not available, please read the following.

> For savings transactions using Fundserv, the existing agreements and criteria remain unchanged.

iA Financial Group has identified the following e-signature tools to be used when e-signature is not available

with EVO:

e OneSpan - click here to download

e DocuSign - click here to download

e AdobeSign - click here to download

e FormStack - click here to download

= Beneficiary change (insurance and savings) and medical authorization

e Use one of the authorized e-signature tools above and select the Handwritten Signature option (see the
images below). Otherwise, the request will be returned unprocessed.
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https://www.onespan.com/products/esignature-professional-plan
https://go.docusign.com/o/trial/
https://acrobat.adobe.com/ca/en/sign/free-trial-global.html?trackingid=KLZWW
https://my.insuresign.com/?_gl=1*2ijfsr*_gcl_aw*R0NMLjE1ODg3MDcxNTIuQ2owS0NRanduY1QxQlJEaEFSSXNBT1FGOUxrXzhvSUtseFFrcnMxYmVLWlZLd25palE3eEVpMnZvLTI4dTlrUHRlZTFnaUVMTVhGSWJUb2FBald1RUFMd193Y0I.#/signup?plan=standard_annually

=  Other transactions
e The "click to sign" functionality is accepted.

Expected result Expected result

E-SIGNED by Jane Doe X Marie Tardia
on 2020-04-01 12:40:49 EDT 92059320;!;543&3‘_’__(F

= 3 eligibility criteria — E-signature

Important - Without this information, the request will be returned unprocessed.

1- A password (transmitted by email) or an access code (transmitted by SMS) must be transmitted to the
client to allow him/her to sign in securely.

2- The e-signature process summary must be transmitted to iA Financial Group with the electronically
signed document. In addition, it must confirm the first eligibility criterion, i.e. the use of a password
or access code (see Appendix).

3- Display of a secure signature confirmation (See red squares in the examples below).
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Appendix — OneSpan

How to attach your summary of the electronic signature process with the signed
documents

> From the Transactions tab on your home page, download the documents using the 2 download
buttons. As it is not possible to attach them, send us the documents in different PDF files :

1. To download the sighed documents (see red square 1 in the image)

2. To download the summary of the electronic signature process (see red square 2 in the image)

(=] Of‘leSpOr\;‘\;?- Dashboard  Transaction: Templates

< Transaction 1

Documents

1 [ Electronic Disc

Example of an overview of the electronic signature process

O OneSpanfig
OneSpan Sign Electronic Evidence Summary

Signing Ceremony ID:
1D eMivavSSFomxyBgdsGTHOtO8XYY=
Name:

Created:

. 2020-Apr-28 14:34:27 (GMTZ) GMT | John Doe [View Electronic
Completed: Disclosures and

Example of
sending by
SMS

‘Summary document generated:

|2020-Apr-28 14:34:30 {GMTZ) GMT | John Doe |Accept
Sender:

Name: Audit Trail:

R Date and Time Recipient Action Document |IP Other

Documents: 2020-Apr-28 14:34:11 (GMTZ) GMT John Doe Sent SMS NfA 207.134.102.10 Phone Number: +
El ic Discl and Si| Consentll

ey ; 1410 S

OneSpan Sign Electronic Evidence Summary 2020-Apr-28 14:34:24 (GMTZ) GMT John Doe SMS NfA 207.134.102.10
Authentication

Reciplents:
Name:
Email:

" OR

Name:
Email:

i Date and Time Recipient  |Action Document |IP Other
2020-Jun-02 10:16:19 (GMT-04:00)  |John Doe QuestionAnd [ N/A 20713410210
EDT Answer

Authentication

F1TE-1

Electronic Disclosures and Signatures Consent
Audit Trall:

Date and Time Recipient '
2020-Apr-28 14:34:11 (GMTZ) GMT | John Doe 1

Example of
sending by
1 Question - Answer

Capyright 2020, OneSpar

2020-Apr-28 14:34:24 {GMTZ) GMT | John Doe

2020-Apr-28 14:34:24 (GMTZ) GMT | John Doe

Copyright 2020, OneSpan. All Rights Reserved,




Appendix — DocuSign

How to attach your summary of the electronic signature process with the signed
documents

1- From your home page, click on the Admin tab, then on
Signing Settings (in the left pane).

2- The first time only: In the Envelope Delivery section,
click on the option Attach certificate of completion to
envelope (See red square - 1st image).

3- Each time: When downloading the document, select the
option Combine all PDFs into one file. This way, your
summary of the electronic signature process will be
attached to the signed document (See red square - 2nd

image).

Envelope Delivery

\/ Attach documents to completion email

\/: Attach certificate of complstion to envelope

DOWNLOAD

DOWNLOAD CANCEL

Example of an overview of the electronic signature process

Certificate Of Completion

Envelope Id: 2E305DFSE72F455E80E 262A86073A5F 5
Subject: Veuillez signer avec DocuSign : F17E-1.pdf

Source Envelope:

Dacument Pages: 4
Certificate Pages: 4

AutoNav: Enasled

Envelopeld Stamping: Enabled

Signatures: 1
Initials: 0

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

Record Tracking
Status: Original
5/6/2020 91519 AM

Holder: Francois Boivin

Stalus: Compleled

Envelope Originator

Francais Boivin

IP Address: 207.134.102.10

Location: DocuSign

Docu

Esecuren

Confirmation -
Password transmitted to
the client to allow
him/her to sign securely.

Signer Events

Security Level: Email, Acoount Auther
(None), Access Code

Electronic Record and Signature D
Accepted: 5/6/2020 9:17.40 AM
ID: 83ff5cle-afb1-45ba-bace-8431

In Person Signer Events

Editor Delivery Events

Signer Events
John Doe

(None), Access Code

Agent Delivery Events
Intermediary Delivery Events
Certified Delivery Events
Carbon Copy Events
Witness Events

Notary Events

Envelope Summary Events
Envelope Sent

Certified Delivered

Signing Complete
Completed

Payment Events

Status
Status
Status
Signature
Signature

Status
Hashed/Encrypted
Security Chacked
Security Checked
Security Checked

Status

Electronic Record and Signature Disclosure

I @gmail.com

Security Level: Email, Account Authentication

Timestamp
Timestamp
Timestamp
Timestamp
Timestamp
Timestamps
5162020 9:16:50 AM
5/6/2020 9:17:40 AM

HF[2020 5:12:44 AM
572020 5:12:44 AM

Timestamps

T —

Signature

DocuSigned by:

ETCEB11054AT4AB...




Appendix — AdobeSign

How to attach your summary of the electronic signature process with the signed

1-
2-

documents
From your home page, click on the Account tab, then on Global Settings in the left pane.

In the Attach audit report to documents option, click on Attach current audit report to documents

when downloaded from the Manage page (See red square in the image).

Attach audit report to documents

When sending the final "Signed Document" email, the audit report should be attached:

O Never s

O For Sender Only

® Always

Attach current audit report to documents when downloaded from the Manage page

Example of an overview of the electronic signature process
(Password send by email or access code by SMS)

F17E-1

Final Audit Report 2020-05-08
Created: 2020-05-08
By Francois Boivin () = .ca)
Status: Signed
Transaction |D: CBJCHBCAABAAL_Y SMMQuNVIp2wHE 4_Q SZAT CH-Wiv_gk

"F17E-1" History
™ Document created by Francois Boivin _@ia.ca)

2020-05-08 - 73711 PM GMT- IP address: 207.134.102.10

L3 Document emailed ta John Doe [JNI@ gmail.com) for signature
2020-05-08 - 7:37:30 P GMT

Y Email viewed by John Doe (@ omail.com) Example of
2020-05-08 - 7:37:35 PM GMT- IP address: 66.102.8.98 .
sending by
email

EJohn Dee [@gmail.com) entered valid password.

2020-05-08 - 73756 PM GMT

OR

ohn Doe R @gmail.com) verified identity with phone authentication using the phone number +X XXX-
XXX-9210

Confirmation -
Password /
Access code

transmitted to
the client to

allow him/her to
sign securely.

Example of
sending by
SMS

2020-05-08 - 7:52:17 PM GMT




Appendix — FormStack
How to attach your summary of the electronic signature process with the signed
documents

> No action is required because the summary of the electronic sighature process is automatically
attached to the signed documents.

Example of an overview of the electronic signature process

Al formstack SIgN @ Document Completion Certificate

formerly insuresign

Document Reference : c¢18fddl4-felf-4335-8a14-1d4d3dff27c230
Document Title : testl

Document Region : Northern Virginia

Sender Name : Frangois Boivin

Sender Email : _@gmail.com
Total Document Pages : 4

Secondary Security : Reguired
Participantg

1. Jane Doe (NN :;a.ca)

Document History

Timestamp Description
05/11/2020 13:20PM UTC Document sent by Frangois Boivin
@gmail .com) .
05/11/2020 13:20PM UTC Email sent to Frangois Boivin (IN=oMail . com) .

05/11/2020 13:20PM UTC Email gent to Jane Doe (_uﬁia,ca)‘
05/11/2020 13:20BM UTC gane Doe (i = . ca) entered an invalid

password.
Sn7 J3a 405 40

05/11/2020 13:21PM UTC Jane Doe _@ia.ca) entered a wvalid

pagsword.
207.134.102.10

05/1 020 13:21PM UTC Document viewed by Jane Doe (
207.134.102.10
Mozilla/5.0 {Windows NT 10.0; WOW64) AppleWebKit/537.36
(KHTML, like Gecko) Chrome/78.0.3904.97 Safari/537.36

05/11/2020 13:21PM UTC Jane Doe (_@:ia.ca) has agreed to terms

of service and to do business electronically with

Confirmation - Frangois Boivin (I omail . com) .

. . 207.134.102.10
Password transmitted to the client to allow Mozil1a)5 0 (Windews N 10.0; WOWGA) ApplesHELt/537.36

him/her to sign securely. (KHTML, like Gecko) Chrome/78.0.3904.97 Safari/537.36

Signed by Jane Doe (_.ﬂia‘ca) F

207.134.102.10
Mozilla/5.0 (Windows NT 10.0; WOW64) AppleWebKit/537.36
(KHTML, like Gecko) Chrome/78.0.29%04.97 Safari/5327.36

05/11/2020 13:21PM UTC Document co sent to Jane Doe
. . .
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