
Office of [Name of Office]
Memorandum   SAMPLE
To: 

Name of Person being given designee authority to sign contracts
From:

Authorized Signatory
Date:

March 10, 20xx
Subject:
Contract Signing Authority
You are hereby authorized to initiate and sign contracts for [type of services] that do not exceed [$ total dollar amount] that have already been approved as part of the budget process. You are further advised that it is your responsibility to know and follow all College policies pertaining to initiating and signing contracts which are posted on the College web site [web site link]. This includes any mandatory review of contracts and final contract management and storage. 
Any contract which is outside the scope of this authority should be signed by me or another authorized signatory with similar authority. College employees may sign (execute) contracts on behalf of the College only if they are so authorized.  Those signing without this authority may incur personal liability, and/or may be subject to discipline by the College. 

If you have any questions you may direct them to me or to other persons listed in the Contacts section of the Contracting Policy Procedures.
I recommend that you keep a permanent copy of this authorization in your personal file.

cc: Human Resources (file on employee personnel file)

Person authorizing should keep a file folder of all the memos issues giving signatory authority. These may need to be updated from time to time to reflect changes in conditions, including promotions, inflation, etc. 
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