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How to Complete a PAF Remotely 
(Personnel Action Form) 

 

PAF for a school/department vacancy: 
 
Step 1: Open fillable PAF by clicking here 
 
Step 2:  Type in the necessary fields of PAF  
 
 

 
 
 

https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-48202/PAF.pdf
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Step 3:  Create an electronic signature 
 

• Click on the Sign Document icon 
 

 
 

• Click Add Signature 
 

 
 

• Click Type or Draw or Image (you can type your name or draw with your mouse, or 
select a saved signature) 
 

 
 

• Once you have made your signature – make sure you check the box Save Signature 
and then click Apply 
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Step 4: Use electronic signature  
 

• Click on the sign document icon 
 

 
 

• Your saved signature will display – select 
 

 
 

• Drag signature on signature line and then save document  
 

 
 
 
Step 5: Send the PAF to the Director of Certificated Staff via email 
 
Personnel Action Forms will be posted each Tuesday. PAFs received after 12:00 p.m. on 
Tuesday will post the following Tuesday. 
 


