
POLICY

POLICYNO.:  GG.3.17

SECTION:   GENERAL GOVERNMENT

TITLE/SUBJECT:  ELECTRONIC SIGNATURES

ADOPTEDDATE:  April11, 2018 (Resolution #04/11/18 – 08)  

REVISIONDATE:  September16, 2019 (Resolution #09/16/19- 05)  

Purpose

The Municipality ofKincardine iscommitted tostreamlining services inorder tocontinue
toprovide excellent customer service.  Thispolicy identifies types ofdocuments for
which electronic signatures willbeacceptable andthemanner inwhich anelectronic
signature must beprovided.  

ThisPolicy provides guidance onwhen electronic submissions areconsidered official and
acceptable bytheMunicipality and isintended toexpedite workflow processes, reduce
recordkeeping requirements and improve customer service.  

Scope

Thepolicy applies toallmunicipal departments.  

Allelectronic submissions received aresubject tothe Municipal Freedom ofInformation
and Protection ofPrivacy Act ( MFIPPA).  

Definitions

Department Head” means theappointed Senior Manager ofeach department ortheir
designate;  

Digital Signature” means atype ofelectronic signature inwhich reliability characteristics
have been reinforced withcryptography toaugment document reliability;   

Electronic Submission” refers toadocument identified inAppendix “A” submitted
through electronic means including butnot limited toemail, web form, facsimile, external
device (i.e. compact disc, hard disk, USB flash drive);  

Electronic Signature” means symbols orother data indigital form included withan
electronic submission asverification ofthesender’sintent tosign.  Electronic signatures
include butarenot limited to, atyped name attheendofanemail, atyped name onan
electronic formordocument, animage ofahandwritten signature onanelectronic
submission, apersonal identification number (PIN); clicking “agree” or “disagree”, a
handwritten butdigitally captured signature made onatouch device, such asatabletor
smartphone (sometimes referred toasa “dynamic signature”) andadigital signature;   

Municipality” means TheCorporation oftheMunicipality ofKincardine.  
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Application

Noperson shall becompelled orrequired totransact using electronic signatures.  Ifa
traditional (wet) signature isrequested, the Municipality shall consent.  

Department Heads may, attheir solediscretion, accept theelectronic submission of
documents bearing electronic signatures.  

Themanner inwhich electronic submissions bearing electronic signatures arereceived
must bereliable for thepurpose ofidentifying theperson andshall beaccepted or
declined atthesole discretion oftheresponsible Department Head.  

Noperson, through thetransmission ofanelectronic submission bearing anelectronic
signature shall represent themselves in away that isfalseormisleading.  Where a
Department Head believes thatamisrepresentation hasoccurred, thesubmission shall
notbeprocessed.  

Noroutine acknowledgement ofreceipt from the Municipality isrequired inconjunction
withanelectronic submission.  Itisthesole responsibility oftheperson transmitting an
electronic submission toensure that thesubmission hasbeen received.  

Theassignment ofappropriate records retention anddisposition ofelectronic
submissions shall bemanaged inaccordance with the Municipality’s Records
Management System, including butnot limited toitspolicies, procedures, andby- laws in
force and effect.  

DelegatedAuthority

TheClerk shall undertake periodic reviews oftheElectronic Signatures Policy and is
authorized tomake administrative amendments tothepolicy andtomake additions,  
deletions, amendments toAppendix “A” provided theyare similar innature tothe listed
documents andare inaccordance with theprinciples ofthepolicy.  

Appendices

Appendix A: Types ofDocuments Acceptable forElectronic Submission
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APPENDIX “A”  

TypesofDocumentsAcceptableforElectronicSubmission

SUBMISSIONTYPE RESPONSIBLE
DEPARTMENT

Special Event Applications Clerk’s

Delegation Request Form forCouncil/ Committees Clerk’s

FOIRequests/Routine Disclosure Requests Clerk’s

Extension ofexisting Liquor Licence Request/Letter ofNon- Clerk’s
Objection

Noise Exemption Application Clerk’s

Community Investment Grant Applications Clerk’s

AGCO Lottery Licensing Applications andReports Clerk’s

Business Licence Applications Clerk’s

Refreshment Vehicles, Mobile Seasonal Water Sport
Equipment Rental, Hawkers & Peddlers)  

Committee of Council Minutes (excluding Committee ofthe Clerk’s
Whole)  

Employment Opportunity Submissions Chief Administrative
Officer

Cemetery Contracts Public Works

Driveway Entrance Permit Public Works

Roadway Occupation Permit Public Works

Facility/Room Rental Parks & Recreation

Participant Program Registration Forms Parks & Recreation

Consent Release and Waiver Forms Parks & Recreation

Sign Application Form Building & Planning

Licence ofOccupation Requests Building & Planning

Pre-authorized Payment (PAP) Applications Treasury

Customer Change Form Treasury
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SUBMISSIONTYPE RESPONSIBLE
DEPARTMENT

Electronic Funds Transfer (EFT) Form Treasury

MPAC Minutes ofSettlement andother MPAC correspondence Treasury

Charity Rebates Treasury

Vacancy Rebates

Tax Assessment Reduction Application (S357, S58) Treasury

E-mailAuthorization ( forbillDelivery)  Treasury

Authorization toRelease Information Treasury

Request forFinal Water Reading orAccount Information change Treasury
Form – Builder

Tenant Authorization toRelease Utility Information Treasury

Simple Agreements (verify withdepartment prior tosubmission).  AllDepartments

Includes indemnity agreements forspecial events such asroad
and laneclosures. Also includes consents required under The
Canadian Anti- Spam Legislation (CASL), SubAgreements for
Events, Road Closures, Banner Installation Agreements

Tenders, RFPs, RFQs (asspecified within thepublished AllDepartments
documents)  

Note: Payment forelectronic submissions, ifapplicable, isonly available inperson or
bymail viacheque, cash, debit atthe appropriate municipal administration office.  
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