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Signing Your Offer Letter and New Hire Documents

Once you have been selected for a position, you will receive an Offer Letter from Human Resources.
The email will look similar to this in your inbox:

Kacey Brock Please sign Offer Letter - Kacey Brock Has Sent You Offer Letter to Sign Kacey Brock (kacey brock@tvec edu)

When you open the e-mail you will be presented with this page:

&S Kacey Brock Has Sent
- You Offer Letter to
—— Sign
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T e — ) Kacey Brock (kacey.brock@tvcc.edu) says:
i o o ¥ bt e o e "Please review and complete Offer Letter”
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e e Tk B T e Click here to review and sign Offer Letter.
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- After you sign Offer Letter, all parties will receive
Rl a final PDF copy by email.

Fanone Dutts

If you need to delegate this document to an

R

P —— authorized party for signature, please do not
—— = forward this email Instead, click here to
delegate.

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

Click “Click here to review and sign Offer Letter”.
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The Offer Letter will then open in Adobe Sign. Read the letter and scroll to the bottom to see the

signature box.

B Adobe sign

Altemnative actions = Offer Letter

Kacey Beock
100 Cardisal D
Athena, TX 75751

O e— Jul 30, 2007

You will have the option to Type or Draw your signature. Click “Apply” when done.
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Enter your name
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Next, you will see your signature in the appropriate box. Select “Click to Sign” to complete.

Sincerely,

Janene Dotts
Director of Human Resources

KacouBrock Jul 20, 2017
Signature Date

| agree to the and of this document Click to Sign

You will receive this message when the document is successfully signed.

You have successfully signed the agreement "Offer Letter”

Copies will be e-mailed to all parties

Download a copy Sign up for a free trial

Once you have signed your offer letter, you should receive your hiring documents within 48 business
hours. You will receive three more emails, one for each of the following: W-4, I-9, Hire Packet.
Steps will be similar for each of these documents. Follow the prompts on your screen to complete.

Completing these packets thoroughly and as soon as possible will help us complete your onboarding
timely.



