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Step-by-Step Instructions to Issue an e-Apostille as
Suggested Under the e-APP

In this instructional document, Adobe Professional 8.0 is used to demonstrate the
process of issuing an e-Apostille as suggested under the e-APP.

How to Issue an e-Apostille

1. The process of issuing an e-Apostille begins when a person requesting an
Apostille presents the public document to the relevant Competent Authority. In
the following example, a Notary Public certifies the signatures appearing on a
financial statement made in relation with a cross-border adoption procedure. The
first picture below illustrates the financial statement; the second picture
represents the public document to be apostillised, i.e., the notarial authentication
of the signatures.

Adoption Financial Statement

Applicands full names: Pobert and Boberts Jones

This Year Last Year

Wik Hushand Wil Hushand
| Anmual Income #E0,000 80,000 $47,000 #7E,.000
| Ovther Anmual B omae §1,.000 0 2,000 §0
Life Insurarce: Dobert -— $500,000; Poberta —-- §2E0,000
ASSETS
Persomal propety: Automobiles -— $30,000, Personal effecks —— §75,000
Feal estate: Fesidenee ; 3450, 000 Cther: Norwe
Savings accmut(s) Bobert -— #1Z2,000; Roberta -- §5,000
Checking acomut( 5] $3,.000
Other mvestmerts: 401 (y: 2100, 000

TOTAL AS5ETS inot including inconne and inurance ¥ 3 572 000

TIABILITIES: Tonihly Payment Total Owed

Tredit cards: $150. 00 T4, 000
Fam: Joams T4E0. 00 TZ0,000
Hemme morigage: $1,500.00 TZ00, 000
TOTAL LIABILITIES : 52.100.00 £224_ 000

NET WORTH [ assets mons labilities): £ 248 000

Thare attest that this financial statement is an ancurate spmany of nopfour assets and Labilities.
sdortin {mice [ o A [
& daptire Mather Adoptive Father
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2. The picture below illustrates the signatures on the document and notarial
authentication completed by the Notary Public.

TAwe attest that this financial statement 15 an acowate summary of nry/ow assets and liabilities.
Enfertn Al fones .
Adeptive Mother Adeptive Father

State of California

Comnty of Los Engeles

Sworn and subscnbed to before me this 16th  davof  August , 2008 by
Eoberta H. Jones and Bobert L. Jones perzonally known fo me or proved to me on the
basiz of satisfactory evidence fo be the person(s) who appeared bafore me.
%" aﬁ I S BEUUE NASER t
= SRy ol R -
BART  ony Pusko —abtoris
"'.::"%-"J aan Matep Counlp 1

e Wy CoRm. EipIrea Mar 4G

3. If the public document to be apostillised (i.e., in this example the notarial
authentication) has been issued in paper form or in an electronic form other than
PDF, the paper or electronic document must be converted into a PDF file.

Within Adobe Acrobat Standard or Professional there are two possible methods
for creating a PDF file from a paper document:

¢ |If the paper public document has not yet been scanned into an electronic
format, the Create PDF > From Scanner option will enable the document to
be scanned and created as a PDF file.

e If the paper public document has been issued or converted into an electronic
file format other than PDF, the Create PDF > From File option will convert the
existing electronic file into a PDF document.

Adobe Acrobat Professional

File Edit “iew Document Comments Forms Tools Advanced “Window Help

{ ; iCreate POF ~ @ Combine Filez - @ Export = @ Start Meeting - ﬁ Secure T Sign ~ f

o | 57 From Elle. .. Chrb+h
a5 From Multiple Files. ..

| L)

&) From Weh Page. .. Shift-+Ckr+-0

@ From Scanner. ..

' From Clipboard Image

Getting Started with Create FDF
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Download the free e-APP e-Apostille PDF template and save the template to
your hard drive or a network drive. The template may be reused as often as is
necessary.
e Please note that you can download the e-APP e-Apostille PDF template for
free at any time from the following URL.:
http://www.e-apostille.net/documents/model_e_apostille.pdf

e The free e-Apostille PDF template contains form fields and a pre-existing
signature field that allow a Competent Authority to type the appropriate
information directly into the PDF e-Apostille template and digitally sign it.

e Competent Authorities familiar with creating forms in PDF may choose to
create their own e-Apostille PDF template.

The next step is to attach the public document to the e-Apostille PDF file.

e With the public document closed and the e-Apostille PDF file open, select
Attach a File from the Document menu.

B model_e_Apostille. pdf - Adobe Acrobat Professional

File Edit ‘Yiew NEENGERE Comments Forms Tools  Advanced ‘Window Help

@Starthﬂeeﬁngv ﬁSecure' ﬂswgn' Forrr
DEIEDEaN = IZFE

Flease fi Insert Pages. .. Shift-+Ctrh+T r, choose Distribute Form in the Farms menu to send it ko your re
Extract Pages...

-

:"3 Create pOF  Header & Footer
Background 4
L_J L’ﬁ Watermark

-

Replace Pages. ..

Crop Pages... Shift-+Cerl+T APOSTILLE
Rotate Pages... Shift+CEr-+R.

2, Sean to POF... (Convention de La Haye du 5 ocrol

Optimize Scanned PDF

=
OQCR Text Recognition » y: Un

Rzl S ublic document

Examine Document. ., an signed by De

Aidd Bockmark cri+e  in the capacity of: No

2 ttach ... he seal/stamp of: Ca
Certified

5. at: [Sacramento, California | 6. the: g

7. by: Jol
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6. Select the public document PDF file to attach to the e-Apostille PDF file.

e Click the Open button.

Add Attachment

Look in: ||."_".\ Public Documents v| 0 ?‘ [l

'2 Public Document Sample, pdf

@.

My Recent
Documents

,.a-; Type: Adobe Acrobat Document
tu Documents File Size: 52 KB
Modified:5/11/2007 4:40 P

by Computer
g File name: |F'ub|ic Diocument Sample. pdf ¥ | | Open |
MyNetwork | Filesoftype: | All Fles 7] v | Cancel |
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7. The public document PDF file will appear as an attachment to the PDF e-
Apostille in the Attachments pane at the bottom of the Adobe window.

] model_e_Apostille. pdf - Adobe Acrobat Professional |Z||E|[z
*®

File Edit “iew Document Comments Forms Tools Advanced Window Help

? Create PDF ~ E@ Comhbine Files = @ Export ~ @ Start Meeting ~ ﬁ Secure ™ / Sign Forms ~ 5_? Review & Comment ~
Ir=Y=T=IaEne v EieriEay = P .

FPlease fill out the Following Form, If wou are a form author, choose Distribute Form in the Forms menu ko send it ko your redpients. Highligm Fields

APOSTILLE

(Convention de La Have du 5 octobie 1961)

1. Counfry: [United States | =
This public document
2. has been signed by: Dennis Mager
3. acting in the capacity of: Notary Public
4. bears the seal/stamp of: California
Certified
5. at: |Sacrament0, California | 6. the:[14th day of May 2007
. by: John Doe. Competent Authorgs

Mame Description | Madified Size
T Public Document Sample, pdf S/11/2007 4:40:23PM 52 KB

8. The final step in the process of completing an e-Apostille is for the Competent
Authority to digitally sign the PDF document with the Competent Authority’s
digital signature.

o A digital certificate can be acquired from either a commercial Certificate
Authority or an appropriate government-run Certificate Authority. For
example, commercial Certificate Authorities such as VeriSign or Thawte will
offer digital certificates for a specific fee. A governmental Certificate Authority,
such as the Autoridad Certificadora de la Asociacion Nacional del Notariado
Mexicano, A.C., on the other hand, may offer digital certificates to public
officials for the performance of their governmental duties.

e A competent authority would need to inquire with their IT department or
division to determine how to acquire a digital certificate in a particular
jurisdiction or within a particular government agency.

e Under the e-APP, it is strongly recommended that a certificate only be issued
to a Competent Authority upon personal appearance of an authorized
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representative before a registered agent of the Certificate Authority to present
appropriate identification documents.

9. Once you have acquired a digital certificate, you are ready to digitally sign the e-
Apostille Certificate by following these steps:

e Click the Hand Tool icon on the left side of the Adobe Acrobat toolbar.

pd eApostille Step by Step Instructions Document Sample. pdf - Adobe Acrobat Professional

File Edit View Document Comments Forms Tools Advanced Window Help

ﬁ Create POF - E@ Combine Files - @ Export ~ @ Start Meeting ~ ﬁ Secure T fS\gn 7 Forms - ‘9 Review & Comment
=N TEIEEIamTY ¢ EICT = = IEN c—

‘ Page through the document contents and see links and form

fields using the Hand tool

¢ Click the blank signature field to sign the e-Apostille.

@ model_e_Apostille.pdf - Adobe Acrobat Professional

File Edit Wiew Document Comments Forms Tools Advanced Window Help *®

ﬁ Create PDF - c@ Combine Files - @ Export = @ Start Meeting - ﬁ Secure T / Sign . Forms = ‘f_? Reviewy & Comment -
=TT aiaEY v EIO0 =] = R —

Flease fill out the Following form, If wou are a form author, choose Distribute Form in the Forms menu to send it to your recipients, Highlight Fields
5. at: Sacramento, California | 6. the:[14th day of May 2007 | ~
7. by: John Doe. Competent Authors
8. No: F324324235
0. Seal/stamp: 10. Signature:
[

Click here o sign as Competent Authority (Click to sign)
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e The Sign Document dialog box will appear. Select the appropriate Digital 1D
from the Digital ID drop-down list. In this document, the fictitious Competent
Authority is from a state government in the United States.

Sign Document [‘5_<|

]

Digital I0: |AllyNelr]

Digital Identification

Sign transaction, Encrypt document

John Doe <jdoegeompstenta uthority.govs
541472012 8:51:56 PM
John Doe

Appearance: | Standard Text w |O

Digitally signed by John Doe

O n DN: en=John Doe, c=Government
Office. ou=Competent Authority.
email=jdos@compeatentauthority.

gov, e=US
O ‘ } Date: 2007 05.14 13:31:54 -08'00

Sign l ’ Cancel

e Click the Sign button.
10.The Save As dialog box will appear.

e Select the location and file name to save the document, and then click the
Save button to continue.

Save As |E]|ZJ

Save in: |Lf;‘.\ Public Documents V| U ? s S

E 2 - Public Document Sample. pdf

typ Recent
Drocuments

ty Documents

v [ see ]

File nhame:

MyNotwork | Saveasbpe: | Adobe PDF Fes " pi) v [ cenel |
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11.The digital signature of the Competent Authority on the e-Apostille will look
similar to the following example.

e_Apostille. pdf - Adobe Acrobat Professional
File Edit View Document Comments Forms Tools Advanced Window Help

| Create PDF ~ Combine Files = Export ~ Start Meeting = Secure v Sign Forms ~ Review & Comment ~
N & (¥ & P Vi =3
OB bCl es i KRR (OO o i [ e

Flease fill out the Fallawing form. If you are a Form author, choose Distribute Form in the Forms menu to send it ko your recipients. Highlight Fielcks
B 5.at:  |Sacramento, California | 6. the:|14th day of May 2007 | ~
E 7. by: John Doe. Competent Authors

8. No: F324324235

9. Seal/stamp: 10. Signature:

A ﬁ h Digitally signed by John Doe
O n DN: cn=John Doe, o=Government
Office, ou=Competent Authority,
email=jdoe@competentauthority.

Doe :
Date: 2007.05.14 13:33:12 -08'00'

[

3

Mame Description  Madified Size
S/11/2007 4:40:23PM 52 KB

. IPublic Docurment Sample. pdf

{Q

S
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