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PROCESS FOR DONATIONS - ELECTRONIC SIGNATURE AND DATE 

 
SCHOOLS 

 

1. Email a photo or scanned copy of the check and the completed/signed donation form to 
the Fiscal Specialist. See attached fillable PDF donation form as well as instructions 
below on how to sign electronically. 

2. Once the Fiscal Specialist has emailed back the completed donation form, send the 
original check and the completed donation form from the Fiscal Specialist to: 
 

LAUSD Cash Receipts Unit 
333 S. Beaudry Ave., 26th Floor 

Los Angeles, CA 90017 
Attention: Tessie Pagtalunan 

 
 

FISCAL SPECIALISTS AND FISCAL SERVICES MANAGERS 

 

1. Fiscal Specialists and FSMs can electronically sign the donation form (with principal’s 
signature) provided that a copy of the check was received.  

2. Electronically sign the donation form and email it back to the school. 
3. Zero-basis requests using the donated dollars can be prepared and signed electronically 

(PDF) and sent to Eric Mirano and Michael Villaroman for approval. 
 

  



ELECTRONIC SIGNATURE AND DATE 

1. If you don’t have it yet, download Adobe Acrobat Reader DC. 
2. Once you open the email from the school, open the attachments as PDF documents. 
3. Create your signature. 

 
You should be able to sign and date the donation form by following the steps below. 

 
a. Select “Fill & Sign”. 

 

 
 

b. Select “Fill and Sign”. 
 

 



c. To create your electronic signature, select “Sign”, then select “Add Signature”. 
 

 
 

d. Type your desired signature. 
 

 
 

  



e. Select “Change Style” to see signature styles to choose from. 
 

 
 
 

f. Click on the preferred signature style and select “Apply” to save the preferred 
signature style. 
 

 
 

g. Drag your signature to the appropriate signature line. 
 

 



 
4. Enter the date. 

 
Select “IAb” as shown below to enter text within the document such as date signed. 
Drag the cursor to the Date line and type the date. 

 

 
 

5. Save the file. 
 
Select the disk icon on the upper left-hand corner to save the file and choose the 
location/folder you want to save it to.  

 
 

 

 


