
Instructions (updated 1/23/2020) 

Please read all instructions before completing your form. 

1. There are two forms: One for non-UMC ministers and one for UMC Ministers. If you did not 

receive your form by email, you can download the correct form from the UMC website. 

IMPORTANT: The form may not function properly if the document opens in your web browser. 

We recommend saving the document to your computer, and then opening the document from 

the saved location. Further instructions can be found at the end of this document.   

2. Open the form on your computer. It should open automatically. If your computer does not 

support PDF documents, you may need to download the appropriate software, such as Adobe 

Reader, which is available at https://get.adobe.com/reader/. 

3. Fill out the form completely before signing. There are space limitations on each questions (275 

characters on non-minister form, 450 characters on minister report). If you need more space, 

please write “see attached” on the form and prepare a separate document to send with your 

report.  

4. There are two ways to sign the document: 

a. Electronic option: This form supports Digital ID. Click on the signature box and you will be 

given the choice of how to sign: 

• First time: If you have never used Digital ID, select “Create a new Digital ID” and then 

select Continue. You will be asked whether you want to save your ID to a file (on your 

computer) or to the 

Windows Certificate 

Store (options may 

vary with an Apple 

or Linux computer.) 

Select the option 

you want. Follow 

the instructions to 

enter your personal 

information and a 

PIN/password, 

which you will use 

to electronically 

sign your document. 

 



• Ongoing: If you have used Digital ID before, you will be prompted to select your 

electronic signature. Click on the option for the signature you want, and select 

Continue. Enter your PIN or password, and select “Sign”. 

 

• You will be prompted to apply your digital signature with your PIN/Password. We 

recommend checking the box for the “Lock document” option. 

• You will be prompted to save the document. 

• You should now have a completed document with an electronic signature and a and 

time stamp. It is not necessary to complete the date field on the form. 

• Note: If you make changes after you sign, you will have to sign the form again 

b. Manual signature option: If you do not want to use the electronic signature, print the 

completed document and sign and date with a pen. You will need to scan the signed 

document to remit by e-mail, or you can send via US Mail following the instructions on the 

form. 

5. Once the document has been signed, email the document to: mark.stein@unitedmeta.org 

You may use the email function in your PDF software (envelope icon) to email the document, or 

attach the saved document to an email message using your email account.  

6. If you created a document with additional answers, please make sure to attach the document 

you created. This is part of your report. If you do this, there should be two attachments on your 

email message. 

7. After you submit your form, contact the UMC office at 540 562-4889 to pay your renewal fees, if 

applicable.  

8. Keep a copy of the form and any attachments for your records! 



 

How to download and save a document from the UMC website:  

These instructions are for a Windows computer. For a Mac computer, the instructions are similar, but 

you will need to alt+click rather than right click. Actual menu options may vary slightly depending on the 

browser used (Internet Explorer, Edge, Chrome, Firefox, etc.), but the process is substantially the same: 

• From the unitedmeta.org/global page: Right click the 

icon for the document you want to save. A pop-up 

window will be displayed. Select the option that says 

“Save Target As” or “Save Link As” and then select a 

location on your computer you can locate.  

• If you have opened the document in a web browser 

tab, you can either (1) select File > Save As from the 

browser menu, or (2) click on the Save (disk) icon in 

the document menu or (3) right click on the body of the document and select “Save As…” to 

save the document on your computer.  

• Once the document is saved, locate the saved document on your computer and open it in 

Adobe Reader. 

 


