CONTROLLER’S OFFICE

EXPENDING AUTHORITY AUTHORIZED
SIGNATURES PROCEDURE

OVERVIEW:

The City and County of Denver requires all expenditure financial transactions to be
authorized by an Expending Authority. Fiscal Accountability Rule 2.1 — Expending
Authority Authorized Signatures allows the Expending Authority to delegate signature
authority, but not the ultimate responsibility for compliance and the maintenance of
internal controls. Authority to sign documents may be delegated to alternate personnel
by completing the Expending Authority Authorized Signature Form for the following
expenditure transactions only:

e Internal Billing Transfers (IBT),
e Journals (JV), and

e Payment Requests (AP).

Signature authority will remain in effect until a new form is received by the Controller’s
Office. To delegate, change, or cancel signature authority a new form must be
submitted; when the form is received the previous form will become invalid.

Each year the Controller’s Office will notify each Expending Authority of employees with
signature authority by transaction type by September 1%, A new Expending Authority
Altjthorized Signature Form must be submitted to the Controller’'s Office by October
1%,

Petty cash and fixed asset functions each have independent rules and requirements
and therefore separate signature authority forms are necessary. (See Fiscal
Accountability Rules 3.2 — Petty Cash and Imprest Funds and 4.2 — Fixed Assets.)
The Expending Authority may delegate signature authority for these functions using the
Establish/Increase Petty Cash or Imprest Fund and Signature Authorization Form
and/or the Fixed Asset Inventory & Surplus Signature Authorization Form.
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Processing an Expending Authority Authorized Signature Form

1. Complete the Expending Authority Authorized Signature Form. This form must
include the Expending Authority printed name, Expending Authority signature, and
the date the form was completed.

"’4‘ City and County of Denver
"4 - - - -
pENVER Expending Authority Authorized Signature Form Note: The Expending

Authority identified in the
long bill is the only person
Fiscal A ility Rule 2.1 - ing Authority i i autharizes the Expending Authority to delegate signature authority, but not the: that can delegate Signature
ultimate responsibility for compliance and the maintenance of internal controls, for the following financial fransactions: Payment Requests (AP), Journals authority and Sign th|$ form.
(JWs), and Internal Billing Transfers (|BTs)

Signature authority will remain in effect until & new Expending Authority Authorized Signature Form is received by the Controller's Office. To delegate,

change, or cancel signature authority a new form must be submitted; when the form is received the previous form will become invalid

Instructions

| autharize delegate signature authority to the individuals listed in the Expending Authority Signature Delegates secfion for the transactions checked. | have
discussed this arangement with the delegates and they are anare of the responsibility delegated to them and that their signature is an acceptance of that
designation of authority. | understand that the fiduciary responsibility still remains with me.

Claude Pumilia Colorade Frmite 8/25/2008
Expending Authority (print) Expending Authority Signature Date

Expending Authority
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2. Enter Department / Agency Information and Control Level Fund / Orgs. Signature
authority is granted to delegates at the control level for the fund/org combinations
listed. Noting the control level will summarize and ensure that all track level orgs are
included.
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01215XX - This represents all the track level org numbers that roll-up to the control
— level. For example, this number would include 0121500, 0121510, 0121520, etc. E—

& [~ Limited Signature Authorization for management of project(s) of functions for specific fund/orgs noted only
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If signature authority is granted to delegates for a specific project(s) a new form
must be completed and the Limited Signature Authorization box must be
checked. This situation may occur when one agency is managing a project for
another agency. An example may be when Public Works is managing a
construction project for Parks and Recreation.
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3. Record the names and full phone numbers of the individuals that have been
delegated signature authority for the transactions that are checked. Each individual
will need to provide their signature.

| am aware of the responsibility that has been delegated to me and | accept this designation of authority for the transactions checked
AP Jis IETs Printed Name Full Phone Mumber Signature
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4. Return the form to the Controller’s Office, Attn: Financial Support.
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“ E When complste, return ariginal form to the Controller's Office, Attn: Financial Suppart. ‘ |
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