BUILDING INSPECTIONS DIVISION
. . 400 South Federal Highway
Hallandale Beach Hallandale Beach, FL 33009

Office 954-457-3023 ® Fax 954-457-1312

SIGNATURE AFFIDAVIT GUIDE

A copy of the “Signature Affidavit Form.pdf” file from the City of Hallandale Beach website. The form can
be found on the Building Inspections/permits page, inside of the Forms label on the left-hand side of the
page or https://hallandalebeachfl.gov/1271/Applications-Forms

Open the file in Adobe Reader. Read through the first page so you understand what you’re agreeing to,
and then scroll down to the second page. You should see the following boxes waiting to be filled out.

APPLICANT NAME (please print) COMPANY NAME

ELECTRONIC SIGNATURE WITH CERTIFUCATION
NUMBER VISABLE (PE / AA / RA / ETC.)

ELECTRONIC SIGNATURE SERIAL NUMBER CITY OF HALLANDALE BEACH APPLICATION NUMBER

Begin by typing in your name and the name of your company inside of their appropriate boxes.

John Doe John the Architect

APPLICANT NAME (please print) COMPANY NAME
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After you have filled the two boxes in, click on the square area labeled “ELECTRONIC SIGNATURE WITH
CERTIFICATION NUMBER VISABLE (PE / AA / RA / Etc.)”. This will open a window (shown on the next

page) that will allow you to add

or create a new signature for
you to insert to this document.

Select the ‘A new digital ID |
want to create now’ option and
click Next.

Add Digital 1D

| want to sign this document using:
() My existing digital ID from:

A file

A roaming digital | accessed via a server

@A new digital ID | want to create now

At this point, you can either use a signature you have previously created or create a new digital
signature. In this guide, we will create a new one.

Make sure the ‘New PKCS#12 digital ID file’ is selected and click Next.

Add Digital ID

Where would you like to store your self-signed thgital 1D?

@ New PKCS#12 digital ID file

Creates a new password protected digital ID fife that uses the standard PKCS#12 format. This
commean digital D file format is suppo by mest security software applications,
including major web brows 12 files have a .pfx or.p12 file extension.

() Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login.
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Halandale Beach

CITY OF HALLANDALE BEACH

BUILDING INSPECTIONS DIVISION
400 South Federal Highway
Hallandale Beach, FL 33009

Office 954-457-3023 ® Fax 954-457-1312

On the page shown below, you will need to fill out the necessary information. (Your name, Organization

Name, and your email address).

Important: In the Organizational Unit field, please enter your Contractor, Land Surveyor, Engineer or

Architect license number.

Add Digital ID

Enter your identity informatio

7g. John Smith)

Organization Mame

Country/Region:
Key Algorithm:

Use digital ID for:

Organizational Unit:

n to be used when generating the self-signed certificate.

: |John Doe \
RA 123456789 \
] |J0hr1 the Architect

: |JDoe@jta.c0m
U5 - UMITED STATES
1024-bit RSA

Digital Signatures and Data Encryption

You shouldn’t need to change any of the other settings on this page, so click the Next button.

You will now need to create a
password for this signature.
This ensures that you are the
only person that can sign a
PDF document with this
signature (please do not
share).

In the lower two textbox
create a password and £onfirm
it. When you’re done,
Next.

Add Digital ID

file using the Security Settings dialog.

File Name:

Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents, You should make a note of the file location
so that you can copy this file for backup or other purpeses. You can later change options fer this

iG:\S\gnatures\JohnDue.pfx

Password:

i

I

Confirm Password:

Browse...
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CITY OF HALLANDALE BEACH
BUILDING INSPECTIONS DIVISION

400 South Federal Highway

Hallandale Beach, FL 33009

Office 954-457-3023 ® Fax 954-457-1312

Note: You can also change where your computer saves this signature by clicking the Browse button
next to the File Name box. This will allow you to save the signature file to a thumb-drive and use it on

multiple computers.

T save As x
In Order for Slgnatures tO « 1+ B > ThisPC > Desktop ~ U 2 Search Desktop
match, you will need to use this
. e g . Organize ~ New folder = - e
file, and only this file to sign ~ s
documents & OneDrive - City of Date modified y
o ™ This PC Bluebeam 4/11/2020 6:58 PM F
" 20 Obiect FEMA Forms 4/6/2020 5:42 PM F
.. jects .
If this is the only computer, HE 127 3/3/2020 4:52 PM F
> [l Desktop . o o -
ou’ll be using to sign - Photos 3/3/2020 4:52 PM
y &l Documents TEMPORARY 4/11/2020 6:34 PM F
documents with this signature, ¥ Downloads faL 6th Edition (2017) Florida Building Code .. 12/16/2019 7:29 AM Sh
then you can ignore this note J Music % 1051 8/23/2019 10:05 AM Ac
. = Pictures L 1004 8/26/2019 8:39 AM Ac
and continue. @ videos T 553.79.15(0) 9/20/2019 7:26 AM Ac
£ Local O >
Fife name: ‘ JD signature v
Save ag type: | Adobe PDF Files (*.pd »
A Hide Folders Save to Online Accourft  ~ ncel
Your signature has now been created.
Type in the password you just created in the Password box and click the Sign button at the bottom.
Sign Document X
Sign As: John Doe (John Doe) 2025.04.13 ~ @
Password: Fr——
Certificate Issuer: John Doe Info...
Appearance: Standard Text w
John Dl s s
i Doepacom s ®
Doe Date: 2020,041,'\371044757
-04'00"
DLockDocumentA&ErS\gnmg @
;‘ I’Cr:\a?cal'«;fe::u;;:i;egewfdn:umentmntent —
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CITY OF HALLANDALE BEACH
BUILDING INSPECTIONS DIVISION

400 South Federal Highway

Hallandale Beach, FL 33009

Office 954-457-3023 ® Fax 954-457-1312

You will be asked where you want to save the document now that it has been signed. Give it a new
name, select a location where you can find it, and click the Save button.

"i Save As

« v 4 BB > ThisPC > Desktop v (9] Search Desktop
Organize ~ New folder = - 0
| ey Name Date modified 2,
l @ OneDrive - City of oo o
a |
lv » This PC Bluebeam
FEMA Forms
P 3D Objects
1 HB 127
[2 Il Desktop Photos
| * Documents TEMPORARY
| > ¥ Downloads %L 6th Edition (2017) Florida Building Code ..
[ D> Music X 1051
|
{ > & Pictures % 1094
| & videos “X 553.79.15(c) <
| £. Local Disk(C) ¥ < >
i File name: | JD signature v
|
Save as type: Adobe PDF Files (*.pdf) v
' A Hide Folders Save to Online Accoupit ~ ancel

You have successfully signed the affidavit, but we’re not done yet.

The City of Hallandale Beach needs the Electronic Signature Serial Number associated with your
signature. This way, we can verify
that any digital documents that you

send are indeed from you.

The following steps will show you
how to get your signatures serial

number. Begin by clicking on the

signature you just created.

T NAME (please print) \COMPANV NAME
Digitally signed by John Doe

J O h n DN: en=John Doe, o=John
the Architect, ou=RA
123456789,
email=JDoe@jta.com, c=US
DO e Date: 2020.04.13 10:49:12
-04'00"

ELECTRONIC SIGNATURE WITH CERTIFUCATION
NUMBER VISABLE (PE / AA / RA [ ETC.)

ELECTRONIC SIGNATURE SERIAL NUMBER CITY OF HALLANDALE BEACH APPLICATION
NUMBER
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[ CITY OF HALLANDALE BEACH

BUILDING INSPECTIONS DIVISION
' B 400 South Federal Highway
Hallandale Beach Hallandale Beach, FL 33009

Office 954-457-3023 ® Fax 954-457-1312

The following box should appear now. Click the Signature Properties button.

Signature Validation Status (You can also RIGHT CLICK on

the signature and click SHOW
£ Signature is VALID, signed by John Doe <JDoe@jta.com:, .
- The Document has not been modified since this signature was applied. SIGNATURE PROPERTIES if
- The document is signed by the current user, clicking onit normally didn’t

work.)

Close

| Signature Properties... |

v

Once the Signature Properties windows opens, click the Show Signer’s Certificate button.

Signature Properties X

|_J.<.;,/J)

Validity Surnmary

Signature is VALID, signed by John Doe <JDoe@jta.com>.

Signing Time: 2020/04,/13 10:49:12 -04'00'

The Document has not been medified since this signature was applied.

The certifier has specified that Form Fill-in, Signing and Commenting are
allowed for this document. Mo other changes are permitted.

The document is signed by the current user,
Signing time is from the clock on the signer's computer,
Signature was validated as of the signing time:
2020/04/13 10:49:12 -04'00"

Signer Info
Path validation checks were successful,

Revocation checking is not perfo
trusted.

ettificates that you have directly

Show Signer's Certificate...

Advanced Properties... alidate Signature Close
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. CITY OF HALLANDALE BEACH

B BUILDING INSPECTIONS DIVISION
[N 400 South Federal Highway
Hallandale Beach, FL 33009

Halla ndaie BB&Ch Office 954-457-3023 ® Fax 954-457-1312

A window called Certificate Viewer will open. Click on the Details tab towards the top.

Certificate Viewer x|

This dialog allows you to view the details of a certificate and its entire issuance chain. The details correspond to
the selected entry.

Show all certification paths foung

John Doe <JDoe@jta.com: Summary  Details Trust  Policies Legal Motice

JohpAoe <)Doe@jta.com=
John the Architect

lssued by John Doe <JDoe@jta.com>
John the Architect

Valid from:  2020/04,/13 10:47:57 -04'00"

Valid to: ~ 2025/04/13 10:47:57 -04'00"

Intended usage: Digital Signature, Encrypt Document, Key Agreement

In the Certificate data box, scroll down towards the bottom until you come to the Serial Number field,

as shown below.

Certificate Viewer X

This dialog allows you to view the details of a certificate and its entire issuance chain. The details correspond to
the selected entry.

~ ow all certification paths foun
Sh I ifi paths fi d

John Doe <)Dee@jta.com= Summary Details Revocation Trust  Policies Legal Notice

Certificate data:

Mame

3
Signature algorit... SHATRSA
Subject c=U5, email=)Doe@jta.com, ou=R&4 1.

il

=
= Issuer c=US, email=)Doe@jta.com, ou=RA 1...

Serial number AF 96 24 02 D3 EB 28 D5 F0 B4

B Vvalidity starts 2020/04/13 10:47:57 -04'00" v

< >

[AF 02 D3 E8 28 D5 FO B4
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CITY OF HALLANDALE BEACH
BUILDING INSPECTIONS DIVISION

400 South Federal Highway

Hallandale Beach, FL 33009

Office 954-457-3023 ® Fax 954-457-1312

The 20 characters you see represents your serial number. Select the serial number in the box below,
right click it, and select copy.

Once you have
copied your serial
key, you can close
this box, and the
Signature Properties
box. You should now
be back at your PDF
file.

Certificate Viewer X

This dialeg allows you to view the details of a certificate and its entire issuance chain. The details correspond to
the selected entry.

Show all certification paths found

lohn Doe <IDoe@jta.com= Summary Details Revocation Trust  Policies Legal Notice

Certificate data:

Mame Value L]
= Version 3
= Signature algorit.., SHA1RSA
= Subject c=US5, email=JDoe@jta.com, ou=RA 1.,
= Issuer c=US5, email=)JDoe@jta.com, ou=RA 1.
= Serial number AF96 8402 D3 EB 28 D5 FO B4

alidity starts 0/04/13 10:47:57 -04'00" W
< >

]

AF 968402 D3 E828 D5 FO B4

< >

) This is a self-signed certificate. The selected certificate path is valid.

The path validation checks were done as of the signing time:
2020/04/13 10:49:12 -04'00'
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BUILDING INSPECTIONS DIVISION
. . 400 South Federal Highway
Hallandale Beach Hallandale Beach, FL 33009

Office 954-457-3023 ® Fax 954-457-1312

Now, right click on the “ELECTRONIC SIGNATURE SERIAL NUMBER” area/box for your Signature Serial
Number, and paste your Serial Key into the Serial Number, as shown below.

APPLICANT NAME (please prin COMPANY NAME

”ELECTRONIC SIGNATURE WITH CERTIFUCATION
NUMBER VISABLE (PE / AA / RA / ETC.)

AF 96 84 02 D3 E8 28 D5 FO B4

ELECTRONIC SIGNATURE SERIAL NUMBER CI7Y OF HALLANDALE BEACH APPLICATION NUMBER

Enter your application / process number into the HALLANDALE BEACH APPLICATION NUMBER box, as
shown below. (Example: PL-OMNI-20-001573)

ELECTRONIC SIGNATURE WITH CERTIFUCATION
NUMBER VISABLE (PE / AA / RA / ETC.)

PL-OMNI-20-001573

ELECTRONIC SIGNATURE SERIAL NL* " "™"" CITY OF HALLANDALE BEACH APPLICAT!ON NUMBER
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BUILDING INSPECTIONS DIVISION

l . 400 South Federal Highway
Hallandal h Hallandale Beach, FL 33009
; ala dae Beac Office 954-457-3023 ® Fax 954-457-1312

Finally, you will need to print out this document, place your physical signature in the box provided, apply
your wet seal or raised seal in the box and deliver the signed and sealed original document to the City of
Hallandale Beach in person or via mail.

Once this affidavit is completed and submitted, you can proceed to digitally sign and upload your
documents to e-Plan. The City of Hallandale Beach will be able to verify your digital signature and accept
your documents.

NOTE
Each permit application will require a different Electronic signature affidavit.
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