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How to Sign the Authorization to Bill 

Tenants Form Online 
 

The bottom of the form requires the homeowner’s signature.  This form can be 

printed, signed, and mailed back to the Finance Department, or signed, downloaded, 

and emailed back. 

 

Adobe Acrobat forms appear differently on various computers.  
Please use Option 1 or Option 2 of these instructions based on how 
the form appears on your computer. 

Option 1 
If the form appears like the image below, follow these instructions.  Otherwise, see 

Option 2 below.  

 

Fill in all of the applicable fields. 
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To sign this document online, select the Draw Freehand button 

 

If desired, change the color ink of the freehand tool 

 

The line thickness can also be changed.  1 pt is similar to writing with a pen or pencil. 

 

The cursor will look like a pencil.  Using the mouse, sign in the signature box on the 

bottom of the form. 

 

Download the completed form (making note of where the document gets saved to). 

 



 

 

3 

 

Email the completed, signed form to the City of Poquoson Finance Department – 

Finance@poquoson-va.gov  

Option 2 
If the form appears like the image below, download the form (making note of where 

the document gets saved to). 
 

 

Open the form from the downloaded location.  The Adobe signature field should 

appear on the downloaded form.  You may be prompted to create a digital signature 

if you have not already done so. 

 

Fill in all of the applicable fields. 

 

Email the completed, signed form to the City of Poquoson Finance Department – 

Finance@poquoson-va.gov 

If neither of these options work, please print the form, sign manually, and return the 

form via scanning and emailing, or the US Postal Service.  If you don’t have a printer 

and a physical copy of the form is needed, please contact the Finance Department.  

They will be happy to provide you with a form. 
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