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Purpose

• The annual update of signature authorizations / delegations is an 

important internal control component  

• Ensures that all financial transactions are authorized and executed by 

the individual designated, in accordance with legislative, trustee and 

campus delegations of authority
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Scope

The signature authorization process applies to all funds allocated to 

departments through the campus budgetary process excluding:

1. Internal awards, external grants awarded to the University 

and endowment fund allocations: These are subject to the 

Graduate Research Office, the Office of Research & Sponsored 

Programs (ORSP) and University Advancement respective 

signature authorizations processes.

2. Restricted gifts projects: these have their own signature 

authorization process, set at the time of the individual Chartfield

request form submittal.
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Important Notes

• Signature authorization               Financial System access

• All Online System Approvers MUST be Authorized Signatories

• Update Department Manager/Chair if incorrectly stated on the Signature 

Form

• Department Manager and Dean / Provost / Vice Chancellor must

approve all forms  
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Signature forms to be distributed  to designated 

F&A Advisors, as follows:

Controller’s Office

Distribution of Forms



Blank Signature Forms to be distributed on:

October xx, 2022

Completed Signature Forms to be    

returned to the Controller’s Office on:

November 15, 2022
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Important Dates
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