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Adobe Acrobat is a powerful application for filling out electronic forms quickly. The Fill & Sign
functionality is the only tool you'll need to fill out fields, add your personalized signature and
send to any recipient using Acrobat.

Filling out forms
1. Open the PDF document or form in Adobe Acrobat.

2. Click Fill & Sign in the right pane or click the Sign icon in the toolbar.
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3. Hover the mouse over a form field and if a blue box appears, that field is fillable. Click the
blue box, and your cursor will be placed automatically. Type your text to complete the field.
Similarly, for a checkbox, click in the field to select the option.
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Samples are provided for reference only. Always consult current legislation in your jurisdiction to create
policies and procedures and contracts for your erganization.

SAMPLE AGREEMENT

B B hent is entered into as of the XX day of October, 200X, between
* (“the Committee”) and (“the Contractor”).

1. Independent Contractor. Subject to the terms and conditions of this Agreement, the
Committee hereby engages the Contractor as an independent contractor to perform
the services set forth herein, and the Contractor hereby accepts such engagement.

2. Duties, Term, and Compensation. The Contractor's duties, term of engagement,
compensation and provisions for payment thereof shall be as set forth in the budget
which is attached as Schedule A, which may be amended in writing from time to
time, or supplemented with subsequent estimates for services to be rendered by the
Contractor and agreed to by the Committee, and which collectively are hereby
incorporated by reference.

Signing and initialing forms

--To sign a PDF form, you can type, draw or insert an image of your handwritten signature or
initials.

1. Open the PDF document or form in Acrobat and click Fill & Sign in the right pane.

2. Click the Sign icon in the Fill & Sign toolbar, and then choose whether you want to add
your signature or just use initials.

If you have already added signatures or initials, they are displayed as options to choose from.
If you are signing for the first time, the Signature or Initials panel will pop up. Below is an
example of the Signature panel.



3. Type, draw or import a signature image.

4. Check Save Signature. The added signature will be saved securely in Adobe Document
Cloud for reuse.

5. Click Apply, then click at the place in the PDF where you want to place the signature or
initial.

6. To move the placed signature or initial, click the field to highlight it and then use the arrow
keys. To resize or delete the field, use the options in the toolbar.

7. Save the newly signed document.
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