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Having the following information together before creating your 
Subscriber Agreement (SA) will help the process run more smoothly.

Helpful Hints for Creating Subscriber Agreements

Signatory Authority
• for Request for a Hearing is the applicant, petitioner, respondent, or 

intervening party.  
• is required to sign the Signatory Authority page printed with the 

Subscriber Agreement (SA) after the information is entered electronically.  
There can be only one Signatory Authority.

• is, by default, a Subscriber and must also sign the Subscriber page printed 
with the Subscriber Agreement.

Subscriber
• is an individual duly authorized by the Signatory Authority to submit 

Electronic Filings.  There can be multiple Subscribers, such as persons, 
petitioners, companies or organizations applying for a permit/license, 
recipients of enforcement actions, or individual or organization 
interested in the outcome of a hearing.

• must sign the Subscriber page printed with the Subscriber Agreement 
before it is mailed into DEEP for approval.

User Accounts and Usernames
• create User Accounts for the Signatory Authority and all Subscribers first, 

before beginning the Subscriber Agreement.
• input the username from the User Accounts in the Subscriber Agreement 

when prompted.
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You can use already approved Subscriber Agreements 
(SA) or add a new Agreement.

Create your Subscriber Agreement (SA)

Select Manage My Subscriber 
Agreement

Select “Add Subscriber 
Agreement” button 
here to create a SA.
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Subscriber Agreement for Adjudications

Select the Registered 
User that the SA is 
being created for.  

Read the SA language 
and then select Accept 

followed by Next.  
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Download and Print your SA

Download, complete and 
print your Subscriber 

Agreement.
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Print your Subscriber Agreement (SA) and get wet signatures of 
Signatory Authority and all Subscribers.

Print your SA and get “wet” Signatures

Print and each 
Subscriber signs their 
respective Subscriber 

Signature page.

Print and the Signatory 
Authority signs the 

Signatory Authorization 
page. 
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You will be notified by e-mail as soon as your Subscriber Agreement 
has been approved by DEEP and you can submit your filing(s).

Mail your SA to DEEP and Wait for Approval E-mail

Mail Subscriber 
Agreement to DEEP.  An 

e-mail will be sent to 
you upon approval. This 

may take a few days.

If you do not see the 
approval e-mail, 

remember to check your 
Junk E-mail Inbox.
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