INSTRUCTIONS FOR COMPLETION OF AUTHORIZED SIGNATURE FORM
Please note that this is a Two Step process
General Information:

Information on this form will be shared among the Offices of Finance and Administration.  Authorized signature forms for the new fiscal year are required to be filed annually with the Controller’s Office.

Step One

Authorized Signature Form

.   To complete the online forms go to the My Apps tab at My Wellesley
Click on Auth Signers under the Authorized signers apps

1) Type in Org or Grant.  Only one Org or Grant per form.
2) Select the type of action.  If this is the annual filing select New Addition.  See # 14 for updates to the budget after the annual filing.  
3) Type in the full name of the authorized person (drop down will search by last name)
4) Note the various types of accounting documents that require authorized signatures. Block Z will accommodate all types A-D.  Authorization is only for Org / Grant indicated in # 1. Record the type(s) of accounting documents for which the person is authorized to sign.  For example, A-C or Z.
5) Designate any special instructions involved for any authorized person on the list.  For example, dollar limit on requests, limit a person’s authorization to a Fund or Activity associated to an Org.
6) The Primary person on this form is considered to be the financial manager ultimately responsible for ensuring that the total of all financial transactions does not exceed the authorized budget.  The form should be checked for completeness and submitted to the Controller’s Office using the online form.

7) Print this form for your records before submitting to the Controllers Office.

Step Two

Signature Approval Form

8) An email will be sent to the Primary Person for their approval of those authorized to sign for the budget. To complete the Signature Approval Form go to the My Apps tab at MyWellesley.   Click on Approve auth signers under the Authorized signers apps.
9)  Review the action type for those signers listed.  If the signers and documents are correct click on the APPR button to approve the signature form 

10)  Print this form for your records before submitting to the Controllers Office.
11)   If changes need to be made click on the Disappr button.   If the form has been disapproved go back to My Apps and follow the steps for the Authorized Signature form in Step one above.    
12) Any accounting documents received, for which an authorized signature is not on file in the Controller’s Office will be returned to the department for an authorized signature. 

13) This form supersedes all prior forms for each Org/Grant.

14) For updates to this budget number after the annual filing, please indicate an action type.

· Indicate Action Type New Addition
· Indicate Action Type Removal
· Indicate Action Type Modification, i.e. to modify an existing authorized signature, i.e. to increase or decrease the type of approved documents for which an individual can sign.
15) For further information contact Dorothy A Koulalis by email  at dkoulali@wellesley.edu 

