INSTRUCTIONS: & :si@gnatwe authorization remains 'in effect until cancelled. When

SIGNATURE a person’s authorized status ends, the authorizing officer is responsible for canceliing
AUTHORIZATIOR that status by use of this form. Department Heads may make “Department Authorizations”
OR CARCELLATIOR as indicated for tems A-H below. Other delegations, such as items K below, require
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To assist the Accounting Office in processing this form, please indicate which statement(s) describes the action(s) to be takén.
Then complete Sections 1& 2 below.

D 1. Add a new signator to the file.

D 2. Add accounts {or account / funds) to a signatlor already on the file.

D 3. Delete accounts {or account / funds) associated with a signator who is to remain on the file.
D 4. Delete a signator from the file due to separation, etc.

D 5. Record a change in name & empioyee no. for someone already on file. Employee no. & name prior to change:

1 bl i Give new information & authorized delegations below.
Oid Empioyee No. Oid Name: Last, First, Ml

( SECTION 1~ NAME INFORMATION h
Empioyee No. uax Fust g e Payroil Titie
! ; ’ 1 |
Department Name Effective Date :
| i
N~ 4
4 SECTION 2 ~ AUTHORIZATION INFORMATION )
Accounts Covered Delegations - Check appropriate boxes:
Employee Fecording Account No. Fund No. ¢ ai Department Authorizations -
No. Pefx |Loc.| {Give fuli 6 digits) | funds use "000007) [T A. Requisitions {i.e. Purchase, Printing, Physical Plant)
[ | B. Univ. Service Dept. Orders / Chgs.
2 [Tc. Travel
[ 1D. invoices
2 ! | E. Request for Issuance of a Check (Form U5)
! | F. Payroll Time Reporting Forms
2 [__1G. staff Personne! Transactions
. { | H. Student Aid (incl. Fee Payment Reduction Cards, & all
2 Financial Aid Payment Authorizations)

Authorizations Requiring Approval of Next Higher Officer -

2 |. Academic Personne! Transactions

{ | J. Budget Forms {Transfers of Funds)
2

] K. ALL DEPT. BUSINESS includes categories A-H & i-J

above.
2
Other -

2 1L Specify

{1 ™. Standard Entertainment
[T N. Exceptional Entertainment

DEPARTMENT HEAD'S APPROVAL

NEXT HIGHER OFFICER'S APPROVAL SIGNATURE SPECIMEN as it will appear on Univ. documents

Distribution: YYhite - To Accounting Office after required approvals
! Yellow - Retained by Higher Officer when approval reguired
PREPARED BY PHONE : Green - Retained by Preparing Depariment
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