SIGNATURE AUTHORIZATION FORM

Forms requiring signatures by Budget Manager (Directors, Division Dean, Vice President, President)

1. Purchase Requisitions

2. Budget adjustments (transfers, increases)

3. Redistribution of Expenses (expense corrections, journal entries)

4. Absence Reports

5. Conference Authorization Forms

6. Requests for reimbursement

a. Mileage

b. Conference

c. Purchases made for College

*ALL PAYROLL RELATED FORMS MUST BE SIGNED BY A BUDGET MANAGER.

In my absence, _________________________ (Budget Manager) can sign payroll forms on my behalf.

Please indicate below if you would like someone else in your office, i.e., your Administrative Assistant, to be acknowledged as an accepted signer on any of the above forms.

	Form
	Designated Signer

Please Print
	Designated Signer’s

Signature
	Maximum Dollar Amount

(if applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please indicate your preference as follows:

____ I wish to be the ONLY signer

Every Department must have this form on file with the Business Office.  Return this form to Bobbie Jo Curtis in the Business Office.








___________________________

Authorized Signature                         (Director, Division Dean, 

Vice President, President)

8/7/03

