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Keystone Property Finance require the signature of the applicant(s) on the mortgage offer using
DocuSign. We also require one applicant to complete and sign the Direct Debit Mandate. This
handy how to guide has been created to help you sign and submit your mortgage offer and Direct
Debit Mandate electronically.
Firstly, you will receive an email from DocuSign which will have been sent to you by Keystone
Property Finance. Please see the example email below:

To review and sign your Mortgage Offer, you will need to click on the orange button “Review
Documents” (as shown below):

You will then be presented with the following:

To agree click on send SMS
You will receive an SMS with a code that will need to be entered into the SMS Authentication
verification box, as shown in the example below:

Once you have clicked the confirm code button the document will open.
Click on the continue button that appears the on blue banner across the page.

By clicking on the start tab this will then open the documents for you to review. You can move
through the pages by clicking on the next tab or by scrolling though the documents.

Once reviewed click the finish button on the blue banner across the top of the screen

This will take you directly to the signature field within the mortgage offer for you to complete. You will
need to click on ‘Sign’, as shown in the example below:

You can type in your signature by simply typing your name and initials into the boxes entitled “Full
Name” and “Initials” and click adopt and sign.

Or if you would prefer to can draw your signature onto the mortgage offer by selecting draw and
click adopt and sign. (Please note that you will have to type your name into the boxes entitled “Full
Name” and “Initials”):

Once you have either typed or drawn your signature on the mortgage offer, click the Finish
button on the banner across the page.

You will then be taken to the Direct Debit Mandate, if you are the Direct Debit Mandate Contact,
where you will need to enter your bank details. All fields highlighted in red will need to be
completed before you can click on ‘Sign’, as shown in the example below:
If you are applying for this mortgage with other people only one of you need to complete the
Direct Debit Mandate. If you have not been selected to complete the Direct Debit Mandate you
will not see this step.
Please note: if you are applying for this loan as a company the account holder field must be
completed using the company name that the bank account is set up in.

Once you have completed and signed the Direct Debit Mandate, click the Finish button on the
banner across the page.

You will then be displayed with

Once you have clicked on the “Continue” button, it will then complete the signature and display
the below confirmation. If you are applying with other applicants they will also need to sign the
mortgage offer.

Once everyone has signed the offer you will receive an email to confirm the mortgage offer has
been successfully signed and returned to the completions team at Keystone Property Finance.

If you have any problems when signing the document, please do not hesitate to call our broker
hotline on 0345 148 9086 and press 4 to speak to a member of our IT department.

