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Department Authorized Signature Profile

	Department/Unit Name
	

	Cost Center
	

	Fiscal Year
	    FY
	2014-2015


Important: please read carefully the Guidelines overleaf before filling the following table
	Action/

Effective 

Date
	Level
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	Limit
	Document 
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Please use additional form/s if the above space is insufficient to accommodate all signatories
The individuals named above are hereby authorized individually to approve documents within the limit stated above for all expense G.L. accounts except ……………………………for the above budget center (cost center).

 Approved by (Budget Center Manager): ……………………………..          Date: ……………………

	For Controller’s Office Use Only
	Copy to:


The above specimen signatures are to be used by employees of the Controller’s Office to verify approval of financial transactions. The information given is valid until June 30, 2015 unless altered in writing by the Budget Center Manager whose signature is appended above. Abbreviations or use of initials as signatures on a document are not acceptable as authorization. 











Ordering Blank Forms


Blank DSAP Forms can be obtained from the Controller’s Office website using the following link:


� HYPERLINK "http://www.aucegypt.edu/offices/controller/Pages/Forms.aspx" �http://www.aucegypt.edu/offices/controller/Pages/Forms.aspx�








For further information, please contact:


Accounts Payables Director  @ext. 2336


Assistant to Controller    @ext. 2305        





(1)Definitions


Action: To report a change in an existing profile, use ”R”/ effective date to remove an existing entry and “A”/effective date to add an authorized signatory.


Level: From 1—4, 1 being the highest authority, 2, 3 or 4 for alternatives.


Name: Name of the authorized signatory.


Position: abbreviated job title of the authorized signatory.


Limit: the $ or EGP amount a signatory is delegated to authorize. This can be used to provide the Controller’s Office with the alternate authorities during absence from office instead of sending a memo for each absence incident.


Document: Please note that the only valid instrument to request a payment is the General payment request (GPR) form. To affect an accounting transfer, please use the General Journal Voucher (GJV).


Specimen Signature: the signature of the authorized person that will appear on the document.


NB: initials are not accepted. Budget Center Manager: the person to whom the management of a given budget center is assigned. Normally the name of that person is listed in the financial system in front of each cost center code.











(2) Responsibilities of the authorized signatory:


By signing a document, a person declares implicitly that she/he has:


1. Reviewed all the evidential matters (supporting documents) attached to that document and is satisfied that such documents appear to be genuine.


2. Checked the contents of supporting documents and is satisfied that such contents represent a claim for legitimate university business related objects.


3. Acted within the authority assigned to her or him, and secured all the necessary prior approvals required such as that of the Area Head or Dean.


4. Satisfied her/him as to the availability of sufficient funds in the related budget line.


5. Assured her/him that the transaction falls within the scope of the University mission and is in conformity with applicable policies and procedures.


6. When a payment is requested for the person who authorizes a document, the document is to be approved by a higher level, i.e. a person cannot authorize a payment for her/ himself.


7. Departments that provide services are responsible for establishing an adequate internal control system to verify authorization of requisitions submitted by other department.











(3)Maintenance and Updates:


The Budget Center Manager who authorizes the form MUST notify the Controller’s Office on a timely basis with changes of authorization resulting from a change in personnel or shift in responsibilities.


Please fill in a new form for the change you need to effect, and use the “Action” column according to the definition in section (1).


Change should have an effective date so that the Controller’s Office can attend to documents in process signed by an outgoing employee prior to the effective date.


The Controller’s Office will update the profile with the changes received from departments through the above procedure.





In cases of emergency, a Budget Center Manager may contact the Controller by email to effect a change. However, a form will need to be filled and sent to the Controller’s Office within two working days.














Significance:


The Department Authorized Signatory Profile (DASP) is an important control tool that enhances the processing of transactions and provides an assurance of low financial risk normally associated with transactions.


It will be used by the Controller’s Office to verify adequate authorization of transactions. At the same time, DASP ensures that a department budget is charged only with duly authorization transactions, thus minimizing financial risk. The form also reduces the number of times a Department Head notifies the Controller’s Office of an alternate signatory during his or her absence from office.


Our Auditors Ernst & Young have requested that this form be updated on an annual basis.


                        Please maintain a copy for your files




















