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TSCA DocuSign steps for airport applicants

Transport Canada’s Transportation Security Clearance (TSC) Modernization team is proud to share that
our TSC application and signing process is all online!

In addition to offering an online TSC application (TSCA), Transport Canada has joined with DocuSign to
offer you a digital signing experience, and a secure location to attach your supporting documentation,
such as pictures of your identification.

Once you submit your TSCA, DocuSign will create a secure, digital envelope to send your application and
supporting documentation only to the people who need to sign it, ensuring they only see the
information they need to. Your personal information is always protected by the Canadian Privacy Act.

These guidance materials contain everything you need to know about the process, who is involved and
how, and step-by-step instructions on how to complete your application, upload your supporting
documentation, and sign your application.

In this guide:
e 1.The TSCA process

e 2. Definitions

e 3. Completing your Transportation Security Clearance Application (TSCA)

o 3a. Starting from a saved application

o 3b. Sharing an application for review

e 4. Email — TSC application confirmation

e 5. Preparing your supporting documentation

e 6. Email — You have a task in DocuSign

e 7.Signing and uploading documentation in DocuSign
e 8. Next steps after DocuSign submission

e 9. Frequently asked questions

1. The TSCA process

Your company signing authority will send you a TSCA file via email, with company information and
information about your position already filled in. You can upload this file to the online TSCA and
complete the rest of the application. Once you are done, you can send it back to your company signing
authority to review for accuracy before you submit it.

Once you have submitted your completed TSCA, DocuSign will send it via email to your company signing
authority to sign.

Once they have signed, you will receive an email from DocuSign asking you to sign your application and
upload your supporting documentation.
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Important note: It is extremely important that you prepare high-quality scans or photos of the
supporting documentation you require based on the information you put on your application. Once you
submit your application, you will receive an email that lists the supporting documentation you need to
attach to your application. Please refer to section 5 in this package for more information on preparing
this documentation.

Once you have signed your application and uploaded your documentation, DocuSign will send your
envelope to the pass control office at your airport. Please follow your local enrolment site’s process for
booking a verification appointment.

When you go in for your verification appointment, bring all of your original supporting documentation
as well as a piece of government-issued photo ID with you. The enrolment officer will review your
application and attached supporting documentation to make sure everything is correct and can be read,
and will compare it against your original documents to make sure it’s all correct, take your fingerprints,
and send it all to Transport Canada, who will conduct background checks to approve your security
clearance.

This guidance package walks you through the process step-by-step. Read and follow it carefully! If you
need any assistance and can’t find the answer here, please reach out to your employer.

2. Definitions
Transport Canada: Transport Canada is the government agency who is responsible for developing
regulations, policies, and services for road, rail, marine and air transportation in Canada.

Transportation Security Clearance Application: The Transportation Security Clearance Application is the
online application that an applicant who is seeking employment at a secured air or marine port
completes, in order to submit their information to Transport Canada for verification.

Transportation Security Clearance program: The Transportation Security Clearance program is the team
at Transport Canada responsible for developing and maintaining the online application, ensuring a
smooth process from application to approval, and facilitating applicant background checks to determine
eligibility for security clearance.

Company signing authority: A designated individual at your employer, or the company sponsoring your
clearance requirement, who is eligible to sign your application on the company’s behalf. Their name,
email address, and signature are on file with Transport Canada to ensure only designated individuals are
signing applications.

DocuSign: DocuSign is a system Transport Canada has procured that allows various signers to sign and
send a document securely and digitally. DocuSign can restrict access to certain personal information
based on who is viewing the document, and guide the appropriate individual to sign, initial, answer
guestions, or upload documentation, as needed.

DocuSign envelope: A DocuSign envelope is a digital envelope created when an applicant submits a TSCA.
It contains the application and supporting documentation, a unique identification number, and is sent
digitally and securely to all signing parties.
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Enrolment site: An enrolment site is the pass control office at airports or marine ports who act as a
conduit between the applicant and Transport Canada. Enrolment sites issue and manage applicants’
security clearances and passes.

Enrolment officer: An enrolment officer works at an enrolment site. They support an applicant by
reviewing their application and supporting documentation, taking their fingerprints, and sending the
completed application and fingerprints to Transport Canada.

Verification appointment: An applicant attends a verification appointment at their enrolment site after
they sign their application and upload their supporting documentation. During the verification
appointment, an enrolment officer verifies an applicant’s application, identification, and supporting
documentation, and takes the applicant’s fingerprints. Each enrolment site books verification
appointments in a unique way, so applicants need to contact their enrolment site directly for
instructions on how to book.

3. Completing your Transportation Security Clearance Application (TSCA)
You must submit your application through the online (TSC) Application.

To ensure your hiring company’s information is entered correctly, your company signing authority will
start your TSCA, then send it to you via email to complete. They will fill out the first two sections,
Application Details and Requesting Authority, with company information. Please wait until you receive
the saved application file to start your application.

3a. Starting from a saved application

Once your company signing authority has filled in the first two sections of your TSCA, you will receive an
email from no-reply-ne-pas-respondre. TSC-HST@tc.gc.ca with the subject line, “Saved TSCA Application
— [MM/DD/YYYY].”

The .tscx file will be attached, along with instructions and the link for you to continue your TSCA. Do not
try to open the file — you won’t be able to as you do not have an app on your device that can read it.
However, the online TSCA can read the file and will populate the saved information.

Step 1 —Save the .tscx file

To save the .tscx file from the email to your
computer or mobile device, select the down arrow
° no-reply-ne-pas-respondre. TSC-HST@tc.gc.ca L on the right side of the attachment to open the

" action menu.

Saved TSCA Application - 10/3/2022

TSCA-Saved-10_03_2022.tscx -
38 KB

TSCA-Saved-10_03_2022 tscx “

Select “Save As” to save it to your device. B KE

Preview
o contir

Open
1. S
. Igl Quick Print
T

» [« [P‘/ Save As
T[“g] Save All Attachments... f Ebruary 2023
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Save Attachment ~ ¥ We recommend saving the file to your
« ~ /4~ B > ThisPC » Desktop < v D £ Search Desktop deSktop or anOther easy'tO'remember
Organize ~ New folder = - (7] Iocatlon

~

# Quick access No items match your search. If you’re working on a public computer,

I Desktop » d | fI h ) d

3 Downlonds . elete your file when you're done.

Documents » . . “

= bures . The file name will populate as “TSCA-

b Music Saved-MM_DD_YYYY.” Do not rename

mVidecs

the file.

3R Microsoft Outlook

I Desktop Ensure it saves as a “TSCX File” type.

File name: | TSCA-Saved-10_19_2022

Save as type: TSCX File <« o Select “Save” to save it.
 Hide Folders Tools ¥ Cancel

Step 2 — Upload the file to the online TSCA

From the email you receive, select the link “Continue my TSC application” or click this link:
https://wwwapps2.tc.gc.ca/Saf-Sec-Sur/12/TSCM-TSCA/tsca/app?lang=en

Under “Would you like to continue an application that you already started in a .tscx file format?” select

“Yes.” \

Transp\{rtation Security Clearance Application

This session wi\] expire after 20 minutes of inactivity. To avoid losing your data, save your progress regularly.

Required fields ake marked with a red asterisk *.

Section menu X save progress

Application Details

Requesting Authority \ Application Details

Contact Details
* Would you like to continue an application that you already started in a tscx file format?

Applicant Details
Name History

O No

Birthplace or Citizenship

Please choose the .tscx file that contains your saved application.
Restore data
Marital Status

Choose File

Select “Choose File” to browse for your .tscx file.
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Select your file from the @ o0er .
location where you saved—__
it ~ < v 7F I » This PC » Desktop v O /2 Search Desktop
Organize ~ New folder BE - [ e

5+ Quick access 2 [ ] TSCA-Saved-10_19_2022.tscx I

I Desktop b g

¥ Downloads »

Documents o+

=] Pictures b g

J5 Music

v < >
Once you have selected e
your file, select “Open.” File name: v | Al Files v
> Open Cancel

Once you have attached your file, the file name will be displayed next to the “Choose File” button.

Transportation Security Clearance Application

This session will expire after 20 minutes of inactivity. To avoid losing your data, save your progress regularly.

Required fields are marked with a red asterisk *.

Section menu X Save progress

Application Details

Requesting Authority Application Details

Contact Details

* Would you like to continue an application that you already started in a tscx file format?
Applicant Details

® Yes
O No

Blplaccogs e Please choose the .tscx file that contains your saved application.
Restore data
Marital Status

Choose File | TSCA-Saved-10_19_2022.tscx

Name History

Criminal History

Select “Restore data.”

You will see a green banner confirming you can continue your application.

Transportation Security Clearance Application

This session will expire after 20 minutes of inactivity. To avoid losing your data, save your progress regularly.

Required fields are marked with a red asterisk *.

Section menu

@ You can continue filling out your previous application.
+ Application Details ‘

+ Requesting Authority ‘

You will also see green checkmarks next to “Application Details” and “Requesting Authority” indicating
these sections of the application are completed.
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Step 3 — Review the saved information

Review the information in the “Application Details” section and the “Requesting Authority” section and
select “Next.”

Step 4 — Enter your information

Enter your information into each section as directed and required.

3b. Sharing an application for review

We recommend you share your application with your hiring manager or company signing authority
before you submit it, so they can review it for accuracy. By having them review your application, you’re
less likely to submit your application with a mistake or incomplete information and are more likely to
receive your security clearance sooner.

NOTE: If you would rather not share your personal information with your employer, you do not have to
share your application with them for review.

Step 1 — Email yourself a back-up copy of your application.

Before sending it for review, we recommend you save a copy of your application to your local device as
a back-up copy.

Once you have completed the application, on the “Application Summary/Submission” page, select “Save
progress.”

Transportation Security Clearance Application

This session will expire after 20 minutes of inactivity. To avoid losing your data, save your progress regularly.

Required fields are marked with a red asterisk *.

Section menu X Save progress

+ Application Details ‘

+ Requesting Authority ‘ Application Summary

ekl ‘

The “Save current application” pop-up will appear.

Read the notice, then check the box stating you agree. .
The emall addreSS yOU entered IntO the ”CO ntact DetalIS” You'll receive an email with your saved information in a tscx file format.

The contents of a tscx file is visible only when uploaded to the online

section of the TSCA will auto-populate here. If you would like, 4t
you can Change |tl then Se|eCt ”Send_” Keep this file in a safe and secure place, as it contains your personal

information.

O Iunderstand and agree that it's my responsibility to keep my file secure.

* Email address

]
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Step 2 — Share the application for review

Once you have saved or sent yourself a copy, select “Share for review” at the bottom of the “Application
Summary/Submission” page.

+ Applicant Details

»  Review your Submission Details

+ Name History
_— If you want to include additional details to your application, add them here:

Add text here

+ Education Histol

+ Residences © Save your progress!

+ Activities Your saved .tscx file can be uploaded to continue your application. Your data will only be visible when
R ———— uploaded to the online application.

+ Travel . N . . B .
omeone needs to review your application, click on *Share for review'. You can save this version as a

Summary / Submission ‘ rint it to share it.

If you areWgrtain that your application is complete, click on 'Submit my application’.

Review Submit my application

Your signing authority’s email address will auto-populate here. If you want to change it, simply enter the
email address of the individual you want to review your application, then select “Send.”

Share application for review

We'll send an email to the person who needs to review your application.

Send to signing authority/authorized signatory for review

e - |

A green banner will appear at the top of the screen indicating that your email has been sent. You can
close this page.

Transportation Security Clearance Application

This session will expire after 20 minutes of inactivity. To avoid losing your data, save your progress regularly.

Required fields are marked with a red asterisk *.

Section menu

© Email sent
+ Application Details ‘

The individual will review your application and make or mark changes for you to make, as necessary.
They will send the application back to you as a .tscx file for you to upload and submit.

Follow the guidance in the section 3a. “Starting from a saved application” to load your saved file, make
the appropriate changes, if necessary, and submit it.
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4. Email — Transportation Security Clearance (TSC) application confirmation
Once you submit your TSCA, you will receive a confirmation email letting you know your application has
been sent, via DocuSign, to your company signing authority.

To protect your personal data, your company signing authority will only see the first page of your
application, which includes your given names, surnames, date of birth, occupation, and the reason for
your application.

Your TSC application has been sent to your signing authority/authorized signatory to get their signature.

Don't worry your personal data is protected, this signer will only see the first page of your application.

Start preparing your documents now!

* Scan or take a good quality picture of each document.
¢ Include images of front and back side of each card, certificate and document. If you don't include every document, front and back, your application will be Declined!

* Save your documents in one folder, on your phone or electronic device.
List of documents to scan or photograph:

* Passport

¢ Canadian birth certificate

¢ Police certificate: France, from 2020-01 to 2020-08

To see examples of documents that may be provided as proof of time spent out-of-country, read the:
Guideline for transportation security clearance (TSC) applications with ded out-of-country (OOC) implications. .

This email also tells you which documents you need to prepare based on the information you entered
into your application.

START PREPARING THESE DOCUMENTS NOW! Once your company signing authority signs your
application, you will need to upload these documents. Some documents may take time to collect which
could delay your application.

This email also provides guidance to print your application; however, your application is sent digitally to
all required signing parties via DocuSign, so you are not required to print it.

There is also a link along with your personal TSC number so you can check the status of your application.

5. Preparing your supporting documentation
It’s very important that you take, clear, legible, high-quality photos or scans of your supporting
documentation to attach to your application via DocuSign.

If you don’t upload all the documents that you are required to provide, or your supporting
documentation is blurry, missing information or signatures, or illegible, your application will be declined,
which will delay the process of obtaining your TSC.

Step 1 — Gather your documents

The email you receive once you submit your application, as well as the list on your application when you
are uploading your documents, will tell you exactly which documents you will need to include based on
the information you entered.
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If you spent six months or more out of the country, go to the Guidelines for transportation security
clearance (TSC) applications with extended out-of-country (OOC) implications to learn which documents
you need to include with your application. Depending on your time spent out of the country, you may be
required to gather police records from several countries, and this can take time — so start right away!

Step 2 — Document parameters
Make sure your document uploads are clear, in colour, and signed where required.

Once you upload your documents to DocuSign, it automatically creates a PDF of your uploads. DocuSign
accepts these format types:

.doc, .docm, .docx, .dot, .dotm, .dotx, .htm, .html, .msg, .pdf, .pot, .potx, .pps, .ppt,
.pptm, .pptx, .rtf, .txt, .wpd, .xhtml, .xps
IMAGE .bmp, .gif, .jpg, .jpeg, .png, .tif, .tiff

DOCUMENT

We recommend uploading files around 5MB, to maintain DocuSign’s performance. However, DocuSign
accepts files up to 25MB.

Step 3 — How to capture your documentation

You can use a mobile device to simply take photos of your documentation and upload them directly to
your application.

You can also use a mobile app to take photos of documentation that the app then converts to scans. To
do this, you can use one of the following scanning apps:

- The Notes app on an Apple device

- The Google Drive app on an Android device

- Adobe Scan (downloadable from the Apple App Store and Google Play)

- Microsoft Lens (downloadable from the Apple App Store and Google Play)

If you can’t use your mobile device, you can use a high-quality scanner.
Save your uploads to a folder where you can retrieve them later.

Step 4 — What to capture

Some documents need scans of both the front and back.

Reminder: Make sure your document uploads are clear, in colour, and signed where required.
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Here is what is required of each document type:

1. Passport

a. Signature page — ensure your signature and photo can

be clearly read, as well as the endorsements and
limitations at the top of the page, and the barcode
on the right-hand side of the page. Make sure you
sign this page if you are over 16 years of age!

b. Photo page —ensure your photo and your personal

information can be clearly read, including the barcode

at the bottom.
2. Canadian birth certificate
a. Front of certificate
b. Back of certificate
3. Canadian citizenship certificate or card
a. Front of certificate
b. Back of certificate
4. Naturalization certificate
a. Front of certificate
b. Back of certificate
5. Certificate of registration of birth abroad
a. Front of certificate
b. Back of certificate
6. Certificate of retention
a. Front of certificate
b. Back of certificate
7. Permanent residence card

a. Front of card —

b. Back of card
8. Work permit
a. Front of permit
9. Study permit
a. Front of permit
10. Visitor record
a. Front of document
11. Out-of-country documents
a. Front of documents
b. Back of documents
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12. Confirmation of permanent residence
a. Front of document Rel S S

ot v covgtemn 3
CONFIRMATION OF PERMANENT RESIDENCE

Family neme: yEsT
Given names): JOHN
Date of birth:  1585/03/03
Sex MALE

Citizenship:  UNITED STATES OF

£000005048
AMERICA fos-

LI LTTTH )

Document no. 837
PERSONAL DETAILS - PA
Marital status SINGLE Place of b NEW YORK. €OB: UNITED STATES OF AMERICA
Mesght (cm): 1830 ‘or: WROWN COR: UNITED STATES OF AMERICA
Lastentryat:  VANCOUVERIN  Lastentry date: 20170501 Orig. entry date: 20170801
Became PR at:  MONTREAL WM Became PR on: 2021071 Undertaking (mos)

Travel doc. no.: 1234 Expiry date: mawonzs

56
‘Country of issue: UNITED STATES OF AMERICA

APPLICATION DETALS
Isued at: Port of Spain [
Cotmgory: W Prow. of dest: ON ity of dest: Toronto
Special program: PRI0 Trans. loan no. Flight no..
Csana: £50 no. e
WO
MEDICAL DETALS .
IME no.: 20002855 Surveillance code; | Valid to: 20220021
vet L e s
o8 ren o\ Fetadonsnp: na
Address: un ,
DEPENDANTIS) WFORMATION
-t ~o
o

Canadi
13. Record of landing document g e
. FICHE RELATIVE Al OROIT D ETABUSSEMENT r&"‘v - —‘\—‘
a. Front of document — this sample document has PoNNsDES
information redacted from it; however, please ensure 'E " >
your document has all information visible and clear.

3 -;smr---'

TR S T

el e

pce

2740-88-07372

TGS ID 2487-4201
RI4(1) RXRMPTION 1L 7,PARAGRAPH 4

AEesor e s ss e
o BT e e e o T e ——

SCCUNIT BYPERORR I i T RS i RESOLT N AL O L8 PR S i e et
o ks ok A PR o Pt e o LA 8 A
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6. Email — You have a task in DocuSign

Once your company signing authority signs your
application, you will receive an email from “TSCA DHSMT
via DocuSign” with a link to review and sign your @
application and upload your supporting documents.

Bel T e

TSCA Transport Canada sent you a document to review and sign.

REVIEW DOCUMENTS

e For security purposes, ensure the email address
listed is TSCModernization- —>
v Lg* :2?ATransponCanada
ModernisationHST@tc.gc.ca.
e This email tells you what to expect once you have uploaded your documents, including
scheduling an appointment with your enrolment site at your local airport to have your
fingerprints taken and your identification verified.

T@icqcca

Click on the “Review Documents” link to open your file in DocuSign.

If, once you click on “Review Documents,” you’'re not able to upload your documents and sign your
application right away, you can select “Finish Later” in DocuSign to save your progress. Keep this email
so you have the DocusSign link, as there is no other way to access your application.

7. Signing and uploading documentation in DocuSign
Once you select “Review Documents” you will be guided to DocuSign where you can review your
application, sign and initial where required, and upload your supporting documentation.

You can use DocuSign in Edge, FireFox, Chrome, Safari, or on a mobile device. You do not need a
DocusSign account to sign your application or upload your documents.

Step 1 — Review the disclosure and agree to the terms and conditions

When you open DocuSign, you will be asked to review some additional information and agree to use
electronic records and signatures.

Fidase Reviaw L Acton TheseDocumaots Select “View More” to see the reminders and next

steps from Transport Canada.

ﬁ A TSCA Transport Cenada
Traraport Canaca

GOCUMENTS 53 U BE UPLOADED?

- I 1 sgree to use electeonic reconds and signatores.

Please review the “Electronic Record and I

. . » 7 1 e
Slgnature Disclosure.” - Please read the Electronic Record and Signature Disclosure

. | agree to use electronic records and signatures.

. 4
Once you have read it, select the checkbox indicating that you agree to use electronic records and
signatures, and select “Continue” to keep reviewing your application. I

Phase lead e ol Pl B e Chay .
A BT oo scrows -
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Step 2 — Other actions

If you need to save your progress and come back to it, at any time select “Other Actions” then “Finish
Later.”

If at any point your DocuSign session times out, CONTINUE OTHER ACTIONS v
simply return to the email from DocuSign to reopen
your application and pick up where you left off.

DocusSign will save your progress. De:l@lsf‘

Please do not select “Decline to sign” for any reason. Help & Support

Finish Later
—

. . . . . . s s A
If something is wrong with your application, it may About DocuSign
be amendable — please speak with your enrolment View Certificate (POF) &
officer during your verification appointment. \iew Eleclronic Resond ard Sigratire
. . . Disclosure
If you do select it by accident, please speak with

your company signing authority to start a new
application.

Session Information

Step 3 — Start signing

Once you select “Continue,” DocuSign will start flagging where you need to sign. The first flag will read
“Start.” Select the “Start” flag to review your application for accuracy and proceed to the first signing
spot.

DocuSign Envelope I0° C13764C2-T7TES-4708-938 1-4FOFE52403F9 ,:lh WVIDED :(VJ NUINE SIGNING SERVICE
2 a 9 3d g W : shingion G8104 « (206) 2190200
Transportation Security Clearance Application (V.1.9)
Transpot  Transporis PROTECTED "A™ (WHEN COMPLETED)
| vl 202 OE PROTEGE "A” (LORSQUE REMPLI)
| APPLICATION FOR TRANSPORTATION OEMANDE D'MABILITATION DE SECURITE
SECURITY CLEARANCE EN MATIERE DE TRANSPORY

TSCA - DHSMT#: ccb9eb8e-b173-41bb-87b5-979e218b5256

Type of application - Type de Transportation fackty / Encolment site - Installation de | Applicant's Pass 1D / Numéro Flie No. - N®
demande transport / Point dinscription didentification de la passe du de référence
| New / Nouveau Toronto Pearson International Alrport demandaur
Applicant’s Surname / last name - Nom du | Appiicant’s given nameq(s) - Prénom(s) du Date of birth (yyyy-mm-dd) Date de nalssance
demandeur demandeur (s333-mm-{j)
| Tester Testing T 1988-01-01

PART - PARTIE A - REQUESTING AUTHORITY - AUTORITE REQUERANTE

1, the undersigned, certify that the applicant named Je, soussigné, atteste que le demandeur susmetionné Coit avoir ou devra avolr une
above requires o will require a securty clearance for the | habilitation de sécurité pour 1a rason suivante:
following reason(s):

Step 4 — Signing for preclearance screening

The first signature is for “PRECLEARANCE AREA” at the bottom of page 1. This signature is OPTIONAL
depending on if your airport has a U.S. preclearance area, and if your company signing authority
indicated that you require access to it as part of your role. If your airport does not have a U.S.
preclearance area, DocuSign will skip over this section for you.

Refer to PART A — REQUESTING AUTHORITY at the top of page 1.
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If there is an “X” next to “Yes”, you

must read the preclearance statement ki ool . e s SR
N . following reason(s):

and sign. Select the radio button L

“Confirm: | understand that if ‘yes’ is

checked | must read and signthe ———f——__

preclearance area consent below.”

PART . PARTIE A - REQUESTING AUTHORITY - AUTORITE REQUERANTE

Je, soussigné, atteste que le demandeur susmetionné doit avo
habilitation de sécurité pour la raison suivante:

Signing authority's email - Courriel du signataire autorisé
TSC T@tc.gc.ca

Signing authority's name - Nom du signataire autorisé

Lahaina Hana

Je, soussigné, atteste que le demandeur susmentionné doit a
précontréle.

1, the undersigned, certify that the applicant named
above requires access to the preclearance area.

Yes-Oui X No-Non
Confirm: I understand that if 'yes' is checked I must read and sign the preclearance area consent below.

CHOOSE Confirmer: Je comprends que si le 'oui' est coché, je dois lire et signer le consentement pour la zone de précontrdl
e L -
Read the preclearance area Screening Officer Need access to restricted ar
. . . Sponsor or company's full name - Nom complet de I'entreprise ou du parrain
information and sign. Air Canada

Sponsor or company's address - Adresse de I'entreprise ou du parrain

. wyn « ” " 5-5559Kigort Way, Kelowna, British Columbia, CANADA, V1V 1S1
If there is an “X” next to “No,” please mﬂ%—"———‘—————‘——

 — A

do not sign this section. 7 Signature of suthorized official < Signature de Fogent autDriss

PRECLEARANGE AREA - LA ZONE DE PRECONTROLE

<3
Tt corawt s ghen sell o Dot Duriales o recwincy e, eSS
w13 30 TrarEet CaGY, EE oA et €l e o concuctieg
SSSETAETS tF 1 +CSRBERR $5C00d SRS, 0 86 DI ION VETIKI O 91008

Sign
OPTIONAL i 2022/08/07

Opticrnt — s
II Apprant’ s Saqmwure (r vequ-red) 5 ona!.ve du demandeur (silya sDate Y-A/ M/ D]
lieu)

Step 5 — Creating a signature

The first time you click to sign, the “Adopt Your Signature” pop-up box will display.

You also have the

Here y0U can enter Adopt Your Signature *

your full name and option to:

initials. P R e Draw your own
— — signature (must

DocuSign will create o match supporting

an approved digital —— documentation)

signature and initials —— \ e Upload an existing

AEOED049467E434.

and show you a Tuting T fuder | TTT \ signature (must

preview. By it e g e o S e it i g e e 8 s match supporting
B e e e documentation)
AvOPTAND SIGN | canceL e Change the style
-t . of your digital
When you are happy with your signature, select “Adopt signature

and sign.”
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Step 6 — Attaching supporting documentation

The next section requires you to upload your supporting documentation. Each document that you must

upload is listed here, based on the information you provided in your application.

Transportation Security Clearance Application(V.2.5)

Transport  Transports
I & l Conata’  Canaca
Your has been d - Votre a été avec é

NEXT

?

You must attach the following documents:
Upload each document in the order presented:

« Canadian birth certificate (front and back side of document)

« Passport (2 inside pages only - page with your signature and page
with your picture and details)

You don't need to print your application!
DocuSign will send your completed file to your enrolment site.

Don't forget!

You must bring all the documents listed above with you to the
enrolment site (must be originals or certified true copies).

*Originals or coples of your out-of-country documents are accepted
You must also bring with you a valid photo-bearing identification
card, or a document issued by the Government of Canada or by a
province or by a municipality in Canada.

Veuillez joindre les documents suivants :
fréléchargez chaque document dans I'ordre présenté :

« Certificat de naissance canadien (recto et verso du document)

« Passeport (2 pages intérieures seulement - page incluant votre
signature et page incluant votre photo et vos détails)

Vous n‘avez pas besoin d'imprimer votre demande!
DocuSign enverra votre dossier complété a votre point d’Inscription.

N'oubliez pas!

Vous devez fournir tous vos documents au point d'inscription
(doivent étre les originaux ou des copies certifiées conformes).

*Les originaux ou copies de documents hors pays sont acceptés.
Vous devez aussi présenter une carte d'identité avec photo ou
un document émis par le gouvernement du Canada ou par une
province ou municipalité canadienne.

Click the paperclip icon next to the yellow “Attach” flag to upload your required supporting

documentation. Until you upload your documents, the note next to the paperclip will read, “Required —

Attachment.”

If you indicated you spent six or more months out
of country, there will be a second paperclip where
you can attach your out-of-country supporting

documentation.

The “Upload Attachment” pop-up will appear.
Select “Upload a file” to attach your documents.

Upload Attachment

UPLOAD A FILE

Search for your documents in the folder to which you saved them when you took pictures or scans.
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You can only select one file at a time; however, you can x
. . Upload Attachment
upload multiple files at once.

Click “Done” once you have added all your documents.

Passport sample 4.pdf
1 page - Upload Complete

UPLOAD A FILE

Once you have added a file, the paperclip will change to silver and the note will read, “Required —
Attachment Applied.”

DocuSign Envelope ID: C13784C2.77ES-4798-83B1-4FOFB52403F9 PR
999 3d

Transportation Security Clearance Applié:é’tidﬂf';(v..

ol B e

L

came

1.9)

has been - Votre a été avec succes

e ey

7Req.n'ed - Anach:n;nt ;‘-.:_lpi =d|

NEXT

Select “Next” to continue to the next signing area.

Please note: DocuSign cannot validate that you have uploaded all the documents required based on
your application inputs. It only recognizes that an attachment has been uploaded. It is your
responsibility to ensure that all of your supporting documents are attached, upright, in colour, and
can be clearly read. If you are missing documentation or it cannot be read, your application will be
declined and you will have to start the application process over, which will delay your job start.

Step 7 — Signing your application — PART C - APPLICANT

Next, DocuSign will guide you to review “PART C — APPLICANT” of your application.

DocuSign Envelops 10 cmmacz-nes.nsa-s;emjénsrs
NEXT | Full name - Nom complet Date of Birth - Date de naissancd™® 2d 00« Brejyechieshane el Compiendy 00
|_Tester, Testing T " PROTEGE "A" (LORSQUE REMPLI)

PART - PARTIE G - APPLICANT - DEMANDEUR

1. Surname - Nom 2. All given name(s) (no initials) - Tous les prénom(s) (pas ¢'initisles)

Tester Testing T

4. Date of Birth - Date de S. Sumame at birth - Nom & |a 6a. All other name(s) used - 65. All other Surname(s) used -

neissance naissance Nickname(s) or Alias(es): - Autre(s) nom(s) utilisé(s)
Autre(s) nom(s) utilisé(s) -

1988-01-01 Tester Surmom(s) ou Alias

Indicate any legal change of name - Indiquer tout changement de nom légal
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Review all your information carefully to ensure it is correct. If you notice any errors, please speak with
your enrolment officer during your verification appointment.

a. Ifyou find an error that can be corrected by comparing it to a piece of supporting
documentation, your enrolment officer may be able correct it.

b. If you find an error that cannot be corrected by comparing it to a piece of supporting
documentation, you may need to submit a new TSC application.

T e Add your initials next to

DotuSign Envelope 10: C13764C2-77E5-4798-8381-4F0FO52403F9 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
NEXT Full name - Nom complet Date of Birth - Date de navssancd® d Avf. Sute 1700 + Bae¥ec Heshes e Lompieney oo i
W oven -sim e ok oo o ey sections 32, 34a., and 34d.

PART - PARTIE C - APPLICANT (contiauech - CEMANDEUR (scite)

to confirm the information
28. Do you possess 3 vakd passport? - Possédez-vous un passeport valice? .
R you entered is correct.

29. Country of Issuc - Pays do Gélivrance 31. Date of Expity - Date d'expiration /
CANADA

30. Passport No. - N° de passeport
PP123456

2025-01-01 /
Note: Bring oniginal of your Birth Certificate / Immvgration / Citizenship | Mota: Apportez Foriginal de votre Certificat de naissance / Document
Documents / Passport dimmigration / Citoyenneté / Passeport /

32. Outside of the Jast 5 years, did you ever attend a post secondary institution? - En dehors de la période des cing
dermnidres années, avez-vous déja fréquenté un établissement post secondaire?

Yes / Oui

1f Yes - Si oul

From-De To-A

33. Name and address of institution(s) - Nom et I'adresse de/des &tablissement(s) e R

University of Calgary, 2500 University Dr NW, Calgary, Alberta, CANADA, T2N 1N4 2012 9 201 4

343. Have you ever baen convictad in Canada or alsawhare of an offence for which you have not been granted a
pardon? - Avez-vous déjd été condamné d'une infraction criminelle 3 Canad ou allleurs pour laquelle vous n'avez
pas été gracié(e)?

No / Non

34b. If you have been convicted of an offence for which you have not been granted a pardon, please indicate the
country - Si vous avez déjs été condamné(e) d'une Infraction pour laquelle vous n'avez pas été gracié(e), veutilez
indiquer e pays

34c. Have you ever been charged in Canada or elsewhere of an offence which remains outstanding, and has not yet
been dealt with by the courts? - Avez-vous déjh été accusé au Canada ou ailleurs d'une infraction qui demeure en
suspens et n'a pas €4€ raitée par les tribunaux ?

No / Non

34d. I you have outstanding charges against you, for which 3 final disposition has not yet been rendered by the .

courts, please indicate the country - SI vous faites 'objet d'une accusation en instance pour laquesie une décision 0'a
Pas 6t6 rendue par les tribunaux, veuiliez indiquer le pays

Select the yellow “Next” flag to be guided to the next section.

Step 8 — Signing your application — PART E— CONSENT AND CONFIRMATION

Read the consent

DEMONSTRATION DOCUMENT ONLY

f ” DocuSign Envelope 10: C13784C2-TTES-4798-8381-4FOFB52403F 9 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
statement carefu y B [Full name - Nom complet Date of Birth - Date de naissancd ¥ Jd A, Suite 1700 « Brag¥ec Hieshog el Compiend sy 200
Testing T 1988-01-01 WIWW.GOCUSHN. oM PROTEGE "A” (LORSQUE REMPLI)

and add your initials =

PART - PARTIE £ - 1. T SENT AND CERTIFICATION - €€ TEY CERTIFICATION

and signature to o et r e o o0 175 il TE, [ cn | e s ST o TR 1 10T YR 5. et 16
o e oty ces i S yevarn
“PART E — CONSENT P matar Jarnts

B giwen Ly o0 (MWL W B3 seached the 35¢ of szjarmy. IWhers o Le conaeriemet pe peut Ere drné ue por USE SErSetne ysrl olted Fige O 13 meferte. Dors les o ol Je
AND T R T e | e T e e
SR T e

51 SECALY CIINLE FLIBESES AGE SEXON 3.8 8 L' ALEONLES ACL 1O INE ransertance 3 . A6 06 10 Lol s [adrosacti & o Hoormvme 4 nasstanen o0
CONFIRMATION ” scurey Cimarance Feograr: far aiport workers e pumssssk to Part 3 of the Narne oo ~at racapa=s (WET) destins o b seroportuaees ot covorre
frcirey Regustions ke mertine tadlcies waters Derdaedter vty chazasce Junomes', | :

arsast 1 the diod esre by Transport Cosade of e 09 31 fermathn 3roades oy
b somacanien t tha foval Crasen Mewress i tha Canadin Secunly ity
farace, Cruenatio o6 Crieda $40 My Civan ot Frs o €lsicrant

Werews vtes o1 € Br00OIG, EIE TS IYOrmaton waeng
ke o ST SO (M| MALS T TAIS NIEry, hed | PV aIRS 506 CHEEN g
raeie o Carada. < aive comsent 1o the dncissuce ng sme o my Frogersrinh end Secsl e for
fomatrcance oo

“onher Aumroe Varsoe
frroe=auar coevast 1o tia
frecmes ane

S 16 Sawk. verty, SLeSS, COMCE 300 rekan 22y 20 34 Carads 3 COUeNC véetis, Sraar; AOCMC o § conserves ke vmaton teacae 3
iy dearsncc epsharon, 110V g ofcematen IS rvs vl e SECHIE, ¢ canris codle Covlcrut dara Mon CaNKr LdCae SNk aus bt ST

oot recerdy, declrg e e G4URGIion 48 8 1L CEATIT CAI I G 1 CAGTS C8 1ASPECNIR 8
fesive e T baw enforcetenn 3 urpses ov) ifervamon segarar my i rvgraton s otessnp [l 5 15U Ceun It & Iee SIS O STRTISIN o € GLIYEY B cue Toale WKL 8 kil e Sesvae e
Frats. 35 st s deoy 2o 311 onTn 0 TR it e eata 1 COVINET oF 3 Sty 66 i

har 2utharas any o 31 Cancien o 131oiGn low Sa¥srCema: 100nCy - WCY 3T ATy Gl g S o o qow ik copmrilron bt 40 W bt ctuifon o dmgm — (S g Ao sl
338080 € fe0men pose Foros, — O 30F DRISHE OF CIRALAON, wHEther DUDAC GIR0NNC DA, FIE Ou GEUsTaTSILY, wivife et
reicese to Bavmpert Caneda o the RCNF, 34 of myy crivsnal %) JAIAbeCaD ove(s)  SccvaoIID, srdorvecnts)
sorewes

caemn an 4 mn
VAN 6 (LRGN 19w $9COrCATAT] SORNCY = Duch 26 21w Carachan o forewgn pakcs rerce, — o[ SARFAEANEN o 1 ¥ <3P B dETMGPF - HO1 T ForT OF pobte CARMAI 0 UAFGRG - G TR PSS, WL

oy PO e AEIONe RETAN ORI PRI SO B virRreal o chase spautine puak. osasulic, e cu goaseaveatile, & oKty & Teraparts Cowse a5 1 e GAC vt
Pravapert Canade o the REMS Sermretzan: emcudtn 1 ~Ves frecuentyions et par le 8t i, £ verfie 1 10 TS o Sorner
beetiing setmmnwson of whee, .u ST 0300 cParieats, Fer to sarrt 341D, £ G the AGHP [l mCears. A eobine A€, CoreEres b e e I G Cearamette b Tosipocts Conmds en G, 0 1 oot e
o sasen t rledce s Tovpert Carada, ' mhole o s BN, Do fermirinn 4 1 ouiad AR PTREE B3 P 1305 % CACRE B0 (P SRRV S B0
I iy SECURy IS
Cs conmantoment reat doned qa'sax rm da Mabéliation £ sdcariss. A moins U Je Je et ot s Trernsports Canyda an
R € G Selely For ATy SR PUFBOERs, Unfess WRAn by me W SOT 1T/ 0 &TE, VIR COPSRLATITE TESTAD VMR W ERTIGE A1 ST CENGRRS [RS8 TCITCNS. 85
i b v 16 Th0cpon Senot 143 Coiocr s femom weh o curmactn ol Eephintions o i3 Shsites ricemsbes EEUates SYEEGOTINEAL ¥ TBES ke vE PKITON ) TN 3 200

sty serfcrtom. ssseisranis o (PR LGROTS STIAS sbove, S an SabAe I atseguten
o ECatCn o i

20 corfiome 4036 MELIAT €0 MO CORABESINGE OF 44 D CPERANCE 10 08 NNSEONATIIIE Gl [N donnds dane cethe
g TV S8 0T Dy E W0 NS A plCeton BT ) Seounty l.tua (e Y FeATancE ONEOIRION OF SAULITE, y (OMDNTS T0us 125 GOCHNENLS Surns & Fad i, SOV wSR0.QuUSs & EaBlS.
Sigh . [urertston 5 tre et covect ta the beat of o1y Reminegs o3

7 Appli 'S $ig) - S¥ du demandeur i ; Date Y-A / M/D)
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Step 9 — Reviewing your application and supporting documentation

Review the Privacy Act Statement.

DEMONSTRATION DOCUMENT ONLY

NEXT . DocuSign Envelope 10 C13784C2-77E5-4798-83B 1-4FOF652403F9 PROVIDED BY DOCUSIGN ONLINE S ‘GNING SERVICE
PRTOADY ACT STATEAGNT possce o LB gion 98104 « (206) 2199200
IV’ have O e O Lo e pral IECTON S LOTECDOn Of, B SC0ESS 56, DNEW DEFSOnSl IDANITLN Unde —ﬂnnnxﬂm mmt-wm'hwmv&.‘\mnnvll ° ptetion et é
tho Pravacy At s clocrun o e oo, e, Grconsr, s e of e s e concarens, o 3 |acht & con rermegEeTTees. Cot
o=ty by Bacapos Canads, e (el gverm e st gtons and e v, of yowerives fromanenercs supperseraes concervem: & e, i, s dvabmen e s nseravion des
avatatie o he Mvm 's 2w Sne by Convianie ¥rgepaer = o rls ersarrass s Carxada, Fonsires A bees Fadirabos o4 €4 ules gariers B
o o bivscturnent 4 e dive b par o RS it R SO A I e S
o Infeemricn celiects Sy or 07 Sehaf of Traviport Canacs Wil 56 SHoomed; 15 tho Royal Coradin | ORI SahS. 00 DAL ds Lranssee P 283 s Mnsties

1357160 AN 16 GO & CITINNS SCIWTTY ek [F BPINCRINE, TMS IVSMIED Wil 850 Te Crcirsed 10 e R parsonIss recems o 11 %905 €U €0 200 O ST O
ctrrty chece Soreden Securty Iiagerce Swrver | [emdornene coyste du Corkds {GRC). qul huctoera
fme raentety soset dggemve: i w0

rarm, £he morFiann wil e s SRS 6 s 30 D40, @Taers e
250 o aucstes o uu.nzm-v-m Worseis Secatty 2 cg:u uwuuacumamw iorrvess Conate gt ceauems ure vércetia 83 wu
-

for ‘l“wtﬂv o 9.y(mcuud- «v—n e 0 'y~ 9 8 (\ Vlrxo' Nmu ot w vNA‘;h Aepariemeck

oy cartan o “olahrs %0 vy v b 4wt aras, o "

Iforaias (0 13 T SN el hare e TS Pl S 85 o v TSt

Canacta; arefar riminal Irvestigatians b the US
irestios 60 13 2960 o rostaaesacts b LAeROEs Conids: Sl abechae om8 st o
o Ctata-Unis.

The age of majority Is: "dge ce la majorité est 1

19 years - NL, NB, NS, BC, YT, NU and NT 9 ans - NL, NB, NS, BC, YT, NU et NT

18 years - PE, QC, ON, MB, SK and AB 8 ans - PE, QC, ON, MB, SK et AB

Check your attachments to ensure they are legible, right-side up, and clear.

ZTE001355¢< 147

Step 10 — Deleting and reuploading supporting documentation, if required

If you need to reupload your documents, return to the attachment page, and click the paper clip to open
your current attachments.

[3]3 MOG‘IEAHON DOCU’.ILN' ('JNLV
OocuSgn Envelope 1D FBOAEB19-E5BE 4C 16-9A28-6E6CF JA100FS PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
P90 Jid Ave. Sute 1700 + Seatse + Washington 38104 « (206) 2190200

NEXT Transportation Security Clearance Application'(V.1.9.3)

'.. Teamsport  Tramports

Carade
Your application has b fully submitted - Votre d de » été 2 3
You must attach the following supporting documents: Veuillez joindre les documents suivants :

Select the “x” next to attachment you would like to delete, then reupload your documents.
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Upload Attachment

X
v Passport sample 4.pdf

1 page - Upload Complete

UPLOAD A FILE

DONE

Step 11 — Finishing your application

Once you have confirmed that your application and attachments are correct, select “Finish” from the
top toolbar.

Done! Select Finish to send the completed docurment. m OTHER ACTIONS v

— —

A pop-up will confirm that you’re done signing and give you the option to download or print your
documents if you would like to.

You do not have to print or save your application at this point, since DocuSign will send you a complete
package after the enrolment site signs your application.

You're Done Signing

You may download or print using the icons above.

COMNTINUE

Select the yellow “Continue” button once you are done.

DocuSign will confirm that you’ve finished signing, and you can close your browser.

8. Next steps after DocuSign submission

DocuSign will send immediately your application and attachments securely to your airport’s enrolment
site, at which point you will need to book a verification appointment to have your application reviewed
and your fingerprints taken. Please follow your enrolment site’s local processes for booking this
appointment. Your signing authority or enrolment site can support you with this.
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Note: If you are under the age of majority in your province, after you submit your completed envelope,
and prior to your enrolment site receiving it, DocuSign will send an email to the parent, guardian, or
tutor you listed in your TSCA for them to sign your application as well.

Step 1 - If an enrolment officer declines your application

An enrolment officer may review your application prior to your appointment and decline it if you are
missing required supporting documentation, your supporting documentation does not match the
information entered into the application or is missing a signature or required component, the
supporting documentation cannot be read, or there is a significant error with your application.
Supporting documentation cannot be reattached or corrected once you have submitted your
application, nor do you have the option to edit your application, so it’s important to ensure everything is
correct and legible upon submission.

If the enrolment officer declines your application, you will receive an email advising you the application
has been declined.

If this happens, discuss the situation with your company signing authority who can advise you what
areas of your application may need to be corrected. When an application has been declined in DocuSign,
it cannot be reactivated, so you will need to complete a new Transportation Security Clearance
Application (TSCA), and you and your company signing authority will need to sign and reupload
documentation as required.

Step 2 — Attending your verification appointment

You must bring your original or certified copies of your required supporting documentation to your
verification appointment so it can be verified against your application for accuracy. Non-certified scans
or photocopies are not accepted.

You must also bring government-issued photo identification to your verification appointment, such as a
driver’s license.

You do not need to bring a printed copy of your application. Your enrolment site will have access to it
digitally.

During your appointment, the enrolment officer will take your fingerprints, then sign their portion of
your application, and submit it to Transport Canada’s Security Screening Programs (TC SSP). TC SSP will
conduct appropriate background checks and verify your information. Once TC SSP has approved your
application for security clearance, your enrolment site will contact you to book another appointment to
pick up your security pass.

If the enrolment officer determines during your verification appointment that your application is
incorrect or incomplete, or your attached supporting documentation is incorrect, incomplete, or
illegible, they will decline your application at this time. They can make minor changes or corrections
without having to decline it, such as typos, or other mistakes that can be confirmed by your attached
supporting documentation; however, they are not able to add or change the supporting documentation
that you attached.
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If you don’t add the documents you need to, or the scans or photos can’t be read, you will have to
complete a new application and reupload your supporting documentation.

9. Frequently asked questions

9a. Personal information
Q: How is my personal information being protected?

A: Your privacy and personal information is always protected by the Canadian Privacy Act. DocuSign
allows us to better protect your personal information by sending secure, digital files between
signatories. We can configure DocuSign to only show certain information to those who require it to
complete their tasks.

Q: Who can see my personal information?

A: A company signing authority can see only the first page of your application, which includes your given
names and surname, date of birth, occupation, and application reason.

An enrolment site and Transport Canada can see all your information and supporting documentation.
Q: Does DocuSign store my personal information?

A: DocuSign stores your personal information only through your application and envelope. It is not saved
anywhere else in DocuSign. Once your completed application is sent to Transport Canada for review, it is
deleted from DocuSign.

9b. Application process
Q: What would cause my company signing authority to decline my application in DocuSign?

A: Your company signing authority may decline your application if they are not expecting to receive an
application from you.

Q: What would cause an enrolment site to decline my application?

A: An enrolment site will decline your application if you are missing supporting documents, important
information is missing from your documents or your application, or if your supporting documentation is
not clearly legible. This may be done before or during the verification appointment.

Q: Will my application expire if | don’t sign it?

A: Yes; DocuSign will expire your envelope 120 days after it’s been created if there is no activity. It's
important to complete your signing tasks and upload your supporting documentation as soon as
possible to ensure there are no delays with your job start.

Q: Will | receive a reminder from DocuSign if | don’t sign my envelope?
A: Yes, DocuSign will send you a reminder after 30 days of inactivity.

Q: Can | download and save my application? Can | print my application?
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A: Yes, you can download and print your application throughout the process and when you have finished
signing it. Remember, since your application is being sent securely via DocuSign to all required parties,
there is no need to save or print it.

Q: What should | do if | see a mistake on my application?

A: If you notice a mistake on your application, please let your enrolment officer know of the mistake
when you go in for your verification appointment. If it’s a typo or another mistake that can be confirmed
by supporting documentation, the enrolment officer can make a note of the correction in your DocuSign
envelope. Your enrolment officer will let you know if you need to submit a new application or not.

9c. Supporting documentation
Q: What supporting documentation do | need to attach to my application?

A: The supporting documentation you need to attach to your application varies depending on the
information you entered. You will see a list of required supporting documentation in the emails from
DocuSign. There is also a checklist in your DocuSign envelope application advising you which documents
to upload.

Read this list carefully. Remember some documentation such as out-of-country documentation can take
a few weeks to obtain, so review the list as soon as you submit your application and start collecting your
documentation right away. It is your responsibility to ensure you have attached the correct required
documentation.

Note: If you are missing supporting documentation, your application will be declined which will delay
your job start.

Q: Does DocuSign know that | have attached exactly the documents required?

A: No, DocuSign cannot confirm that your supporting documentation is correct. DocuSign only knows
that it requires an attachment, and that an attachment has been added, whether that be a picture of
your passport or a picture of your dog; it cannot verify or confirm that you have attached the correct
documents, or that your documents are clear and legible.

It is your responsibility to ensure the attachments are correct, match the documents you are required to
upload, and that the pictures or scans can be clearly read.

Remember, if your uploads are blurry, incomplete, or illegible, your application will be declined which
will delay your job start.

9d. DocuSign
Q: Will DocuSign tell me where | need to sign?

A: Yes, DocuSign will guide you with yellow flags to show you where you sign, initial, or upload a
document. It won’t allow you to submit your envelope until all the required fields are completed.

Q: Will DocuSign let me submit my application with signatures or initials missing?
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A: No, you will not be able to submit your application with missing signatures or initials.
Q: What should | do if | don’t receive a confirmation email once | submit my application?

A: Check your junk mail or spam, or “other” inbox. Upload your most recently saved version, double
check your email address and resubmit it. Reach out to your company signing authority to confirm if
they received a DocuSign email. Inform them that you will submit a new application with your updated
email.

Q: Can I sign my application manually or does it have to go through DocuSign?

A: No, you cannot sign your application manually. If DocuSign or the TSCA are down or unavailable,
Transport Canada will have back-up processes in place to support you.
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