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SECTION 1: POLICY STATEMENT AND PURPOSE

The signing of and/or commitment to financial documents, checks, and contracts/agreements on behalf of the
university is a significant responsibility that may have long-lasting, far-reaching implications on the university’s
finances, academic integrity, and public image. For the university’s protection, as well as that of its employees
and students, per the Resolution of the Board of Trustees of Drury University Regarding Signatory Authority for
Financial Transactions and Contractual Obligations (hereafter, “the Resolution”), the signing of all financial
documents, checks, and contracts/agreements is limited to a select group of university personnel.

This policy outlines which personnel may sign checks, financial documents, and contracts/agreements on
behalf of the university.

This policy applies to ALL checks, financial documents, and contracts/agreements made/signed on behalf the
university.

This policy applies to all university employees and students.

SECTION 2: SIGNATORY LIMITATIONS AND REQUIREMENTS

A. Financial Documents
1. Definition

a. Financial documents may be defined as documents related to stocks, bonds, debentures, notes,
real property received by gift, subscriptions, warrants, stock purchase warrants, evidence of
indebtedness, or other securities now or hereafter standing in the name of or owned by the
university.

2. Designated Signers

a. President
Vice President for Administration
Chief Financial Officer
Vice President for Advancement
General Counsel
Chair of the Board of Trustees
Vice-Chair of the Board of Trustees
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Treasurer of the Board of Trustees

3. Responsibilities
a. All signers of financial documents have an obligation to check thoroughly all documents for

accuracy/correctness and conformation to university policy before signing.
b. Any questions/concerns regarding financial documents should be addressed with the Chief
Financial Officer, Vice President for Administration, or Controller before the document is signed.
c. All executed documents must be scanned/copied for the university’s files before they are
returned/forwarded to their intended targets.

4. Inthe event the university does not employ a Chief Financial Officer, or the Chief Financial Officer is on
leave longer than four (4) weeks, the Controller will be will be fully authorized and empowered to sign
financial documents in the name of the university and to make, execute, and deliver any and all
necessary instruments, written or electronic, necessary or proper to effectuate the business of the
university.
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B. Checks

1. Designated Signers

Sm 0o oW

President

Vice President for Administration

Chief Financial Officer

General Counsel

Provost/Vice President for Academic Affairs

Director of Business Services (only petty cash less than $1,000)

Director of the Bookstore (only petty cash less than $1,000)

SOMOS/Camp Grant Co-Principal Investigator (only petty cash less than $500)

SOMOS/Camp Grant Financial Aid and Outreach Coordinator (only petty cash less than $500)

2. Thresholds

a.

For positions a-e above, the following monetary thresholds apply:
1) $0.01-$50,000: Any one (1) of the designated signers
2) $50,001-$249,999: Any two (2) of designated signers in Section 2.B.1.b-e above
3) $250,000-5499,999+: Any one (1) of designated signers in Section 2.B.1.b-e above + President
4) $500,000+: Any one (1) of designated signers in Section 2.B.1.b-e above + President + Chair of
the Board of Trustees
a) The Chair of the Board of Trustees may grant permission, in writing, for the check to be
processed with only the signatures of the President + one (1) of the designated signers in
Section 2.B.1.b-e above. This permission should be attached to the check’s backup
documentation.
The following transactions are exempt from the monetary thresholds and may be signed by only
one (1) of the designated personnel in Section 2.B.1.b-e above:
1) Transfers between the university’s cash accounts
2) Payments to/for
a) Interest and principal on debt and capital leases
b) Utilities
c) The university’s contracted food service provider
d) Regents College
e) Insurance (including liability, property, and employee healthcare)
f) Cox College
g) Long-term projects housed in the Construction in Progress (7-book) segment of the
General Ledger for which a master contractual agreement was approved by the Board of
Trustees.

3. Responsibilities

a.

b.

All check signers have an obligation to ensure there is appropriate and accurate supporting
documentation for each payment request and that the payment conforms to university policy.
Any questions or concerns regarding checks should be addressed with the Director of Business
Services, the Controller, the Chief Financial Officer, and/or the Vice President for Administration.

4. Inthe event the university does not employ a Chief Financial Officer, or the Chief Financial Officer is on
leave longer than four (4) weeks, the following conditions will apply:

a.

The Controller will be fully authorized and empowered to sign checks in the name of the university
and to make, execute, and deliver any and all cash disbursing instruments, written or electronic,
necessary or proper to effectuate the business of the university.
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b.

The monetary threshold whereby only one check signer is required will drop to $10,000.

C. Contracts/Agreements
1. Definition: Any agreement between parties that creates mutual obligations enforceable by law.

a.

Includes, but is not limited to:

1) Contracts

2) Memoranda of understanding

3) Grant documentation

Excludes:

1) Faculty and staff employment contracts

2) Statements of work for projects covered by a master agreement or purchase order (see
Strategic/Continual/Multi-Year Contracts/Agreements below)

3) Agreements for rental of university facilities (may be signed by the applicable facility’s event
coordinator/scheduler)

4) Game guarantee agreements (may be signed by the Director of Athletics)

2. Designated Signers

a.
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President

Chief of Staff

Vice President for Administration

Chief Financial Officer

General Counsel

Provost/Vice President for Academic Affairs

Vice President for Student Affairs (only for contracts of value <$1,000, and which are related only
to student organization trips and events (i.e., venue & equipment rentals))

3. Thresholds

a.
b.
C.

Non-monetary contracts: Any one (1) designated signer in Section 2.C.1 above.
$1-25,000: Any one (1) designated signer in Section 2.C.1 above.
$25,001+: Any two (2) designated signers in Section 2.C.1 above.

4. Strategic/Continual/Multi-Year Contracts/Agreements

a.

The university often has opportunity to enter into strategic and/or continual/multi-year

contracts/agreements with certain business partners. In some cases, an originating, umbrella

agreement is signed which spawns smaller service or similar agreements throughout the term/life

of the originating contract.

In such cases, the originating agreement must be signed by one or more designated signers in

Section 2.C.1 above; any intermittent/mid-term agreements may be signed by the budget manager

associated with the agreement only so long as:

1) No changes are made to the amount of the originating/umbrella agreement and

2) No changes are made to the terms of the agreement (including, but not limited to, the
life/term of the agreement, responsibilities of any applicable party, etc.).

Example: Technology Services signs an agreement with a software vendor for a pool of service

hours which may be used over several months. To use a portion of the pool hours, the university

must sign a project agreement containing project specifications, timelines, number of hours used,

etc. Inthis instance, a designated signer from Section 2.C.1 above would sign the original

agreement for the total pool hours, but the Technology Services budget administrator may sign

the smaller project agreements to use a portion of the pool hours.
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d. An executed copy of the originating/umbrella agreement must be attached to any
intermittent/mid-term agreements.

e. Any intermittent/mid-term agreements must be kept on file by the budget administrator for the
term of the originating/umbrella agreement or three (3) years, whichever is longer.

Exceptions

Contract Term/Life Limits

a.

No contract term/life may exceed five (5) years without written approval of the President.

Contract Review

a.

All contracts/agreements must be reviewed by appropriate personnel before receiving a final

signature.

1) Contracts/agreements for matters listed in Section 2.C.4 must be reviewed by the signer(s)
designated for the contract type.

2) Contracts/agreements of value less than $1,000 may be reviewed by any one signatory in
Section 2.C.1 above.

3) Contracts/agreements of value greater than $1,000 must be reviewed and approved by the
General Counsel and/or the university’s external legal counsel before they may be signed.

4) Non-monetary contracts/agreements must be reviewed by the persons specified on Form
400.004F1: Contract Checklist.

Form 400.004F1: Contract Checklist must be completed and attached to each contract except

those listed in Section 2.C.6.1-2, prior to submission to a designated signatory(s) or external legal

counsel for review and approval.

Contracts may be assigned for review by external legal counsel only by the President, Chief of

Staff, General Counsel, or Vice President for Administration.

Responsibilities

1) All contract/agreement signers have an obligation to review each contract/agreement for
accuracy/correctness, conflicts, and conformation to university policy before signing.

2) No contract/agreement may be signed until all changes requested by any applicable party are
incorporated into the final document and reviewed by all necessary personnel (see form
400.004F1: Contract Checklist).

3) Questions/concerns regarding contracts should be addressed with the General Council, Chief
of Staff, and/or the Vice President for Administration.

Documentation

1) An executed copy of all contracts/agreements, in either electronic or hard copy format, must
be sent to Administrative Services for filing.

D. Personnel designated as interim for any of the authorized positions listed above will be endowed with all

signatory authority designated to said positions.

SECTION 4: ETHICAL PRACTICES

A.

All university employees are governed by the ethical policies outlined in the Community Standards
Handbook, Faculty Handbook, and Staff Policy Handbook.

Additionally, university employees must comply with the principles outlined in policy 405.000P: Standards
of Business Conduct.
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SECTION 5: ENFORCEMENT

A. Violation of any portion of this policy may result in disciplinary action, up to and including termination of
employment.

SECTION 6: CHANGES TO THIS PoLICY

A. Changes or additions to this policy regarding designated signers for any document described herein, of
position titles, types of documents, or monetary thresholds require amendment of the Resolution and the
approval of the full Board of Trustees.

1. Anamended Resolution must be presented to the Financial Committee (or its equivalent committee)
of the Board of Trustees for initial approval and recommendation to the Executive Committee and
Board of Trustees.

2. Approved changes must then be incorporated into this policy and the updated policy made available to
all university employees.

SECTION 7: REFERENCES

A. Resolution of the Board of Trustees of Drury University Regarding Signatory Authority for Financial
Transactions and Contractual Obligations.
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