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Signature Authorization Form – FA 127A-08
Use a separate form for each individual. Note: A subordinate may not approve reimbursements for a supervisor.  Do not use  a rubber stamp.
(See instructions and policy at http://financialaffairs.georgetown.edu)









Example


	Date 
	
	
	-
	
	
	-
	
	
	
	
	
	Date 
	0
	7
	-
	0
	1
	-
	0
	7
	
	

	Cost Center
	
	
	
	
	
	
	
	
	
	
	
	Cost Center(s)
	G
	X
	1
	2
	3
	4
	0
	0
	0
	

	Pyramid Code
	
	
	
	
	
	
	
	
	
	
	
	Pyramid Code
	U
	M
	A
	L
	1
	0
	0
	0
	4
	0


You may insert rows for additional cost centers or pyramid codes. Do not use both. If using pyramid codes, print out the list of cost centers associated with the pyramid - https://ia.georgetown.edu/finaff/costcenters.cfm 

Signature authority for the Main Campus is located at http://www3.georgetown.edu/admin/provost/mcfo/signatures.html 
√Check all that apply: 



$ Authorization Amount
	Invoices and Expense Authorizations
	
	$

	Payroll forms (require CFO approval)
	
	$

	Purchase Requisitions
	
	$

	Treasury Operations forms
	
	$


	Authorized Signature

	Name (typed)                         Signature                             Building/Room #Extension

	


	ROUTING
	DEPARTMENT HEAD, SBO, Dept. Admin or Designee

	Name (typed)
	

	Title (typed)
	

	Signature/Phone Number
	


	CFO or Designee

	Name (typed)                                                            Signature    Date                                            Extension

	


If an employee's signature authority is terminated, then complete the following, sign, date and route to Financial Affairs Departments.   Employee terminated or transferred: 
	Name of Employee:

	Effective Date:
	Dept. Signature:
	Date:


Routing:  Print four copies (as applicable) and send one copy to each of the areas listed below. 

	Department
	Location

	Accounts Payable
	2121 Wisconsin Ave. Box 571165

	Payroll Services
	2121 Wisconsin Ave. Box 571169

	Purchasing & Contracts
	2121 Wisconsin Ave. Box 571217

	Treasury Operations
	2121 Wisconsin Ave. Box 571157


FA117A-058
Signature Authorization Form – FA 127A-08

Instructions


Each time an authorized signatory within a department changes (due to promotion, new hire, termination, etc.), the department must submit a new Signature Authorization form, with departmental signatures to the Campus or University CFO for authorization.  Departments should review Signature Authorization forms each fiscal year to ensure they are current. Any change in the delegation of authority must be approved by the campus or University Services CFO and a new form completed.  In the event of an employee termination or other such emergency circumstance, an email to each appropriate Financial Affairs department head can be accepted, with follow-up through the submission of the revised Signature Authorization form, noting that the employee has terminated or transferred. The campus or University Services CFO must also be copied on such emails.  In the case where the employee is no longer the authorized signature and the authority is to be transferred to another employee, the Form should be filled out with the information for the newly authorized personnel in the top portion of the form and the information for the employee to be removed in the bottom portion.  If the new authorized signature is not yet identified, the Form should be filled out with the information for the employee to be removed in the bottom portion and submitted.

Cost center(s) should be given or a range of cost centers. The department head listing is available on the Financial Affairs website at www9.georgetown.edu/finaff. 
How to Complete a Signature Authorization Form: 

1. Date: Enter the date you complete this form. See example on form.

2. Cost Center Number: Provide the full cost center number of the department submitting the form. See example on form.  You may have a range of cost centers or non-continuous cost centers for an individual.  You may add additional rows to the form or attach a separate sheet.

3. Pyramid Code: If an individual has authority to approve an entire pyramid code, provide the full pyramid code.  Do not include both the cost centers and pyramid code.  You may add additional rows to the form or attach a separate sheet. Print a list of cost centers associated with the pyramid code and attach to the form. http://www9.georgetown.edu/finaff/FMS/coa.html  

4. Check all that apply: Check all of the categories for which the individual will have signatory authorization and the dollar $ authorization limit.  
5. Authorized Signature: Type the full name and obtain the complete signature of the person authorized to approve transactions.

6. Routing:  Type the full name, title, location and telephone extension of the department head, SBO, Department Administrator or his or her designee which the CFO or Designee requires the form to be routed through.

7. CFO:  The CFO must sign all signature authorization forms. 

Where to Send a Signature Authorization Form: 



Print four copies (as applicable) and send one copy to each area.

	Department
	Location

	Accounts Payable
	2121 Wisconsin Ave. Box 571165

	Payroll 
	2121 Wisconsin Ave. Box 571169 

	Purchasing & Contracts
	2121 Wisconsin Ave. Box 571217

	Treasury Operations
	2121 Wisconsin Ave. Box 571157
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