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Adobe Sign Instructions for Completing
Remote Work/Telecommuting Agreement

1. Open Remote Work/Telecommuting Agreement form.

2. Employee completes all required sections of the agreement
3. Employee signs agreement and selects Submit

| hereby affirm by my signature that | have read this Remote Work/T elecommuting Agreement and understand
and agree to all provisions herein.

Emtily Lutiman . 2
Employee Signature Print Name Title Date
Manager Signature Prnt Name Title Date
Department Char/Director Signature Pnnt Name Title Date

Department Comments

4. When the employee submits, they will be instructed to complete First Name, Last Name
and email address as Participant 2 (manager) and Participant 3 (Department Chair
or Director). Once the fields have been completed, the employee will select Next.
Participant 2 is not required if that person is the Department Chair or Director.

email to complete this form.

Participant 2 A
This signature line may be skipped when the Manager is the higher level Department Chair I
or Director. H
First name Last name Email address

Kathy Agnew agnewk@unm.edu 1
+ Add Message i

* Participant 3 A ||

Firstname Last name Email address

Kathy Agnew agnewk@unm.edu
+ Add Message |

Assign the next participants %

To complete the form please enter the information for the next participant. They will receive an



https://secure.na2.echosign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhDMmBmEImQIIR3iiXWFyrpWVCWQq9i8seIqORo_BZ--ZcwNI8DqzGpDzvQQyv9YyBg*

5. The employee then enters their email address and selects ‘Submit’.

7.

ublic/esignWidget?wid=CBFCIBAA3AAABLbIgZhDMmBmEImQIIR3iXWFyrpWVCWQq9i8selgORo_BZ--ZcwNI8DgzGpDzvQQ) yBg*
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Enter Your Information X

Please enter your email and then click to submit this document.

clientsv@unm.edu

The employee will then receive a message “Just one more step”
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Just one more step

We just emailed you a link to make sure it's you. It'll only take a few seconds, and
we can't accept your input on “Remote Work/Telecommuting Agreement for In-

State Staff" until you've confirmed

The employee will go to their email and “Confirm my email address”. Click the link

“Confirm my email address” in the body of the email.

o Note: the first time you use Adobe Sign, the email may go to your Junk folder,
please check there for the email if you don’t find it in your inbox. It will come from

echosign@echosign.com.
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Adobe Sign <echosign@echosign coms © Kathy Agnew
& Please confirm your submission of Remote Work/Telecommuting Agreement for In-State Staff
@ irtnerc are problems with how this message i displayed, cick here to view it a we brawser,
THE UNIVERSITY OF VEREDBY
I@[ NEW MEXICO Adobe Sign

Link below. It will only take seconds.

Confirm my email address

receive a completed copy of Remote

PDF.

Toensure . ploase add o your adoress book or safe st

Thank you for submitting Remote Work/ Telecommuting
Agreement for In-State Staff. To complete the process,
you just need to confirm your email address using the

After you confirm your submission and other form
participants have fulfilled their roles, all parties will

Work/Telecommuting Agresment for In-State Staff as

QD

Zoom  Insights

Zoom
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Manager, Department Chair or Director

8. Manager will receive an email from Client Services echosign@echosign.com with the
Subject Signature requested on “Remote Work/Telecommuting Agreement for In-
State Staff”.

o Note: the first time you use Adobe Sign, the email may go to your Junk folder,
please check there for the email if you don’t find it in your in box.
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Client Services requests your signature on
Remote Work/Telecommuting Agreement for In-State
Staff

Review and sign

After you sign Remote Work/Telecommuting Agreement for In-State Staff, all parties
will receive a final PDF copy by email.

Don't forward this email: If you don't want to sign, you can delegate to someone else.

By proceeding, you agree that this agreement may be signed using electronic or handwritten signatures.

To ensure that you continue receiving our emails, please add echosign@echosign.com to your address book or
safe list.

© 2021 Adobe. All rights reserved.

9. Click the Review and sign link.

o Review the agreement.

o If there are minor edits needed, you can provide that information in the
Department Comments box. This will document edits without declining the
agreement (Decline to sign indicates disapproval of the agreement). These
comments become a permanent part of the agreement. All parties signing the
agreement (including the employee) will receive a final copy of the agreement
and will be placed into the official personnel file.

o If revisions/additions are needed or you want to deny the request, you select
Decline to sign. This cancels the agreement and the employee must submit a
new request.
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Options v Remote Work/Telecommuting Agreement for In-State Staff

Read agreement

Delegate signing to another

o I,
Decline to sign 1)) 41 Remote Work/Telecommutina Aareement | feeancnin

10. Click the signature field. If you are signing for the first time, you see the Signature or
Initials panel.
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11. Select the Click to Sign button.

Adobe Sign
Remote Work/Telecommuting Agreement for In-State Staff
Snhould | have any tax, or legal g to this Work/ | elecommuting Agreement, |
recognize | am encouraged to consult with my own legal and/or tax professional.
¥ | und d that all oblig: 1S, resp ibilities, terms and conditions of employment with the University remain
unchanged, except those obligations and responsibili specifically add d in this ag it
I hereby affirm by my signature that | have read this R Work/Telecor ing Agr and understand

and agree to all provisions herein.

Enly Litman oty Lo -

Employee Signature Print Name Title Date

Aathy dpuccr Kathy Agnew Manager 05/11/2021
Manager Signature Print Name Title Date
Department Chair/Director Signature Print Name Title Date

Department Comments

By signing, | agree to both this agreement and the . My use of Adobe
Sign is governed by the

Click to Sign
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