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A stamp or other electronic means may affix a person’s signature for the purposes of direct mail activities;
such as fundraising, advertising, marketing, community relations, event management or similar
communications. A signature stamp must not be used for any other purpose, including without limitation
to the approval of documents which entail committing funds, entering into contractual commitments or
approving expenditures.

Purpose:
The purpose of this Policy is to ensure that the application of signature stamps is undertaken with good
business practices.

Scope:

This policy is applicable to all University departments and units. Notwithstanding anything contained in
this policy, this policy does not apply to the process by which electronic payments under $50,000 are
documented and cheques under $50,000 are signed. These processes are governed by policy adopted
by the Board of Governors and managed by the office of the AVP (Financial Services). Furthermore, this
policy does not apply to the process for which transcripts or diplomas are signed. These processes are
managed by the Registrar’s Office.

Procedure:

In this policy, the term "Signing Authority" means the person whose signature is to be applied by stamp or
other electronic means, and the term "Assignee" means a person holding signature authority delegated
from the Signing Authority.

In accordance with this policy, a signature may be affixed by a stamp or other electronic means, so long
as:
1. The instrument used remains in the possession or under the control of the Signing Authority or the
Assignee;
2. The signature is applied either by the Signing Authority or an Assignee;
3. The assignment of signing authority to any Assignee is documented in writing; and
4. The application of the stamp or other electronic signature by an Assignee is approved in advance by
the Signing Authority.

ROLES AND RESPONSIBILITIES:
Signing Authority

It is the responsibility of the Signing Authority to:
1. Periodically review any assignment of signing authority;

1|Page



Carleton &2

University N~

2. Ensure that any Assignee understands this Policy and the terms and limits of the assignment of
signing authority, it being understood that the Signing Authority is ultimately responsible for the
Assignee's actions undertaken pursuant to the assignment of signing authority;

3. Ensure that the stamp or other instrument for the mechanical application of a signature is placed
in an appropriately secure area when not in use.

Assignee

The Assignee is responsible for following this policy and ensuring that any stamp or other instrument for
the mechanical application of a signing authority given to them is placed in a secure area when not in
use.

CONTACTS:

Vice-President (Finance and Administration)
Associate Vice-President (Financial Services)

LINKS TO RELATED POLICES

Procurement Policy

Procurement Card Policy

Travel and Related Expenses Policy
Signing Authorities Policy
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https://carleton.ca/secretariat/wp-content/uploads/Procurement-Policy-3.pdf
https://carleton.ca/secretariat/wp-content/uploads/Procurement-Card-Policy.pdf
https://carleton.ca/secretariat/wp-content/uploads/Travel-and-Related-Expenses-Policy.pdf
https://carleton.ca/secretariat/wp-content/uploads/Signing-Authorities-Policy-Oct-2023-.pdf

