
Instruction for Free Parking Permit Waiver Request 

1. Use the Parking Permit Waiver Request.pdf to fill out a request for a parking permit at

Mt. San Jacinto Community College.

2. Please ensure that all highlighted fields are filled out before routing the pdf for

signature approval including Campus Location, Contact Phone Number, Last Name, First

Name, Middle Initial, Date of the Event, Number of Permits being requested, the

Organization that is requesting the permits, email of the person requesting the permits,

and the Department Chair/Director signature, Area Dean Signature, Division Vice

President signature, and the Director of Campus Safety signatures.  When routing

signatures in Adobe Sign, please follow this exact order.

The Parking Permit Waiver is intended for MSJC vendors, attorneys, contractors, and 
professional visitors. The Parking Permit waiver is not for events, or to obtain free parking 

for your event. 



3. After the form is filled out log into Adobe Sign at
https://secure.echosign.com/public/login using your standard MSJCAD credentials.

4. Select the option to “Request Signatures” under the “Send a document for signature”

5. Enter the email addresses of all of the managers that will need to sign the document in
order under Recipients.  The Director of Campus Safety will be the final authorizing
signature.  Browse to or drop the .pdf for the request into the Files Window.  Also select
the CC option and enter the following email:  Parking@msjc.edu  Then select the,
“Preview and Add Signature Fields” option and select, “Send”

Per the signature lines on the form, the following management will need to sign off on a
Parking Permit Pass Request:

1. Department Chair/Director
2. Area Dean/Administrator
3. Division Vice President
4. Director of Campus Safety

NOTE:  Be sure to CC the parking@msjc.edu inbox 
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6. Select the recipients drop down, and select the first person that will need to sign the
document.  Then drag the, “Signature” option over to the appropriate field that will
require a signature.  Repeat these steps until all recipient’s signature fields are added
including the employee who will receive the access card.  Be sure to add the
parking@msjc.edu to the CC option which will route the final signed document back to
the operator so they can process the request and then click send.  The document will
now be routed to all parties for signatures.
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