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How to Adapt Toolbox’s Sample Non-Appearance Bench Card 
The Toolbox’s sample bench card is based on one used in Orange County, North Carolina. It’s 
an electronic, fillable form, so it is ready to use “as is.”  

However, the sample bench card might not be exactly right for your jurisdiction. Whether you 
decide to modify the sample or create your own bench card, start by checking out the 
implementation guide here.  

If you decide to modify the toolbox’s sample bench card, edit the form with Adobe Acrobat 
Pro software as follows: 

1. Open the bench card document and click on the “Edit” button in the top left-hand corner of
the screen.

2. A toolbar will pop up on the left side of the screen. Use these tools to move boxes, edit text,
and make other changes.

https://www.adobe.com/acrobat/complete-pdf-solution.html?mv=search&ttid=annual-pro&ef_id=CjwKCAjw1YCkBhAOEiwA5aN4AUamxTXtvoKYl7ShUlNpd4V5anxxnANHx1e7NkDbWartP92Q2qslEhoCm3QQAvD_BwE:G:s&s_kwcid=AL!3085!3!527567582547!e!!g!!adobe%20acrobat%20pro!2038838623!123689664396&gad=1&gclid=CjwKCAjw1YCkBhAOEiwA5aN4AUamxTXtvoKYl7ShUlNpd4V5anxxnANHx1e7NkDbWartP92Q2qslEhoCm3QQAvD_BwE
https://dev-sog-cat.pantheonsite.io/wp-content/uploads/2023/10/Non-Appearance-Bench-Card-Sample-Implementation-Checklist_2023.11.21.pdf


© 2023 School of Government. 

3. Once you’ve made changes, click “All tools” on the upper left-hand corner of the screen and
use the “Prepare a form” function. You can then make sure all the fillable elements of the
formlike the checkboxes and text fieldsare in the right place.

4. Then, simply save your document.




