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These step-by-step instructions walk you through using Adobe Sign to resolve 
outstanding signature requirements on pre-issued, not-in-good-order (NIGO) 
business and policies awaiting requirements to be placed in-force. 

The steps are divided into four sections:

1 	 Delegation

2 	 E-signature

3 	 Completed Signatures

4 	 Finished Documents

PRODUCER USE ONLY

Symetra Life Insurance Company

Let’s get started.
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Delegation
Producer receives an email Adobe Sign is ready for delegation.

Step Action

1.1

Producer receives an email showing Adobe Sign is ready to delegate to the policyowner.

The BGA also receives the documents that require signature for viewing. 

CLICK “Review and delegate for signature”

1.2

Producer selects how they want to receive phone verification after verifying last four digits of their phone 
number:  either voice call or text message, then clicks on Send Code.

•	 Voice Call = Cell or Landline

•	 Text Message = Cell Phone

NOTE: If the phone number is incorrect, please contact your case manager at Symetra.

1.3

Producer enters the code received by voice call or text message and clicks OK.
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Step Action

1.4

Click on the yellow start sticker, located in the corner.

1.5

Producer clicks on the Click to Delegate button.

1.6

Producer enters the POLICYOWNER’S email address and phone number on the input screens.  
Add a message then click Delegate.

1.7

Steps 1.7 and 
1.8 are only 
needed if 

the email is 
undeliverable.

If the producer enters an undeliverable email, they will receive the message:

Click on the “Click here” link to cancel and delete the document.

1.8

Enter the correct policyowner email and phone number and click Replace:
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Policyowner receives an email Adobe Sign is ready to review and sign documents.

Step Action

2.1
Producer sets up an over-the-phone or video meeting to go over all documents requiring signature.

•	 Policyowner is later sent a printed policy via FedEx. 

2.2

Policyowner receives an email showing Adobe Sign is ready for their review and signature.

2.3

Producer selects how they want to receive phone verification after verifying last four digits of their phone 
number:  either voice call or text message, then clicks on Send Code.

•	 Voice Call = Cell or Landline

•	 Text Message = Cell Phone

E-Signature2
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Step Action

2.4

Policyowner enters the code received by voice call or text message and clicks OK.

2.5

Policyowner must select and agree to each of the following items in the order below to consent to do 
business electronically:

•	 Terms of Use (Terms of Use Screen will pop up)

•	 Customer Disclosure (Customer Disclosure Screen will pop up)

•	 Check the I Agree box to accept terms

•	 Click Accept

2.6

Policyowner clicks Start on the corner right of screen to begin electronic signature process.
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Step Action

2.7

Policyowner taps on Tap to Sign on their smartphone/device for signature.

2.8

Policyowner may draw and then type their name in the signature areas then tap Apply.

If policyowner selects type only, they will not have to draw.

In cases where the signer is executing a signature on behalf of another person or entity, Symetra will  
prefill the proper signing capacity, which the signer should verify and agree with.

2.9

Once the policyowner selects Apply, their signature will appear on the document.

2.10

To move to the next document to sign, click the arrow at the top of the screen.
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Step Action

2.11

When finished signing all documents, the policyowner clicks Finish.

Producer receives an email from Adobe Sign, if applicable.

View and download completed documents.

Step Action

3.1

If applicable, the producer receives an email from Adobe Sign that their signature is required. 

3.2 Producer follows the signature steps outlined in Section 2. 

Step Action

4.1

All parties will be notified that signing is Complete.

4.2
It is recommended that each party view, download and retain the documents completed through  
Adobe Sign. 

Completed signatures3

Finished documents4



Contact Symetra’s Life 
Sales Desk for additional 
information or assistance. 

Symetra Life Sales Desk
1-877-737-3611
Weekdays, 8 a.m. to 6 p.m. ET
lifesales@symetra.com

Symetra Life Insurance Company
777 108th Avenue NE, Suite 1200
Bellevue, WA 98004-5135
www.symetra.com 
Symetra® is a registered service mark of 
Symetra Life Insurance Company.

Life insurance is issued by Symetra Life Insurance Company, 777 108th Avenue NE, Suite 1200, 
Bellevue, WA 98004-513. Not available in all U.S. states or any U.S. territory.


