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Authorized Signature Policy Template
The affiliate may use this information as a guide in developing a policy applicable to the affiliate. The affiliate may consider adding in additional details about the processing for collecting signatures (ie, who signs first, etc). The affiliate may consider determining a price point that requires review by the affiliate executive committee or finance committee in addition to the treasurer and president before a payment can be made.

Members of the <affiliate> authorized to provide signature approval shall be the current affiliate president current affiliate treasurer and, if applicable, an authorized designee.

1. Authorized signatures from both the affiliate president and treasurer are required on all expense reimbursement forms, contractual agreements, and letters of agreement. Authorized signers may use actual or electronic signatures or digitally sign any item. 
2. If the affiliate Executive Committee/Board determines that other officers, in addition to the president and treasurer, may authorize payment of expenses incurred by the affiliate, an ‘Other Designee’ may be determined.
3. Payments should be made in accordance with accompanying approved forms (ie, an invoice, a current contract, receipts, etc.) 
4. Any individual authorized to provide signature approval found in violation of this policy may have signature privileges revoked. This can only be initiated by the affiliate president or treasurer. Notification will be made in writing and the implicated party has the right to request further review and/or reinstatement by the board. Violations that could lead to loss of signature approval privileges include, but are not limited, to:
a. Fraudulent expense reports.
b. Failure to process bills or expense statements in an expedient manner.
c. Signing a contract without appropriate review.

