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	DIVISION:  Finance and Administration
	CREATED:  January 2009

	TOPIC:  Finance

· Signing Authority
	REVISED:


DESCRIPTION:  At the beginning of each academic year in September, the Finance office requests signatures of college personnel who have signing authority for department cost centre accounts.  This information is also used by Purchasing for purchase requisitions and the Registrar’s Office for change forms, I- contracts, etc. 
STEPS:

1. Finance sends a memo to the faculty area requesting a list of signing authority signatures.   The Administrative Officer types up a list in memo format that includes all department employees that have signing authority as well as the department’s cost centre.  The list should include: the Dean, Administrative Officer, Department Chairs & Coordinators and Lab Tech Supervisors.  
2. Once the list is complete with names and cost centres, the AO follows up with each person on the list to obtain their signature (usually at the first FEC meeting, as all members are in attendance). 
3. Once all of the signatures have been collected, make copies for Purchasing, Registrar’s Office, Dean, AO and Department Assistant(s) and submit original to Finance.
REFERENCES:  N/A
ATTACHMENTS:

1.  Signing Authority Memorandum Request form
