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The purpose of this policy is to define the structure for approving financial documents within the Department of Youth Services.

The goal of this policy is to ensure that financial documents are reviewed and approved by authorized signatories prior to processing.

Policy 

The Commissioner shall properly authorize legal obligations, contracts, payments, payrolls and other financial transactions made on behalf of the Commonwealth.

Cabinet Secretaries must directly authorize individuals within departments to approve legal obligations, fiscal documents and transactions when Secretariat approval is required (Consultant contracts in subsidiaries “HH” and “NN”, and purchase of service contracts in subsidiary “MM”.)

The Department shall forward an updated Signature Authorization Master List or Change Form for Master List to the Office of Comptroller prior to the commencement of each fiscal year. The Bureau of Administrative services maintains this list.

Only individuals included on the Signature Authorization Master List shall approve financial documents within the Department.

Authorization and approval may be delegated to other departmental personnel through direct written authorization by the Department head.

Individuals delegated authority to approve transactions shall not sub-delegate authorization to others.

Approval signatures shall be interpreted as certification that the document upon which the signature appears, as well as any attachments to the document, are accurate and complete and comply with all applicable general and special laws and regulations.

All documents submitted to the Comptroller’s Office shall contain an original signature of the Department head/designee. Signature stamps are not acceptable

Procedures
A.     Annual Filing of Signature Delegation
1. Area Directors shall make written requests to the Bureau of Administrative Services annually to revise the master list by adding, deleting, or modifying


     the authority of individuals within an Area.

         2.     The Director of Administrative Services shall review the roles of central 
 
     administration individuals and Area staff and make recommendations for 
 
     additions, deletions and/or modifications to the master list.

         3.     The Director of Administrative Services shall forward the Change Form for 
 
     Master List to the Commissioner for review and approval.

         4.     The master list or Change Form for Master List shall be forwarded to the 
 
     Signature Control Supervisor at the Office of the State Comptroller prior to the 
     commencement of the subsequent fiscal year.

B.     Original Documents
1. All documents submitted to the Comptroller’s Office shall contain original    signatures of the Department head/designee. Signature stamps are not

        acceptable.

2. Vendor certification on Payment Voucher forms shall be an original signature 
      in ink. Rubber stamps are not acceptable. Pre-printed signatures need to be

                 pre-approved by the Comptroller’s office.

C.      Document Approval

         1.     Payment Vouchers shall be approved by the following signatory procedures:

                 a.     the individual making the request for goods or services shall review 
 
             the document and ensure that the goods and/or services were provided 
 
             as certified on the Payment Voucher by the vendor. 

                 b.     the individual initials the Payment Voucher

                 c.     the corresponding signatory shall countersign the Payment Voucher.

         2.     Travel Vouchers shall be approved through the following signatory 
 
   
     procedures:

                 a.     employees requesting reimbursement for travel shall sign the box 
 
                  
             marked "Vendor Certification".

                 b.     the employee’s supervisor shall sign the travel form in the line  


             marked "Supervisor's Signature" at the bottom of the page.  

                 c.     an authorized individual shall sign the payment voucher/travel form in 
 
             the “Approved By” location.

OUTCOME MEASURES/PERFORMANCE INDICATORS
· The Department maintains an updated Signature Authorization Master List approved by the Commissioner.
· All documents are approved only by individuals included in the master list.

· Individuals delegated authority to approve transactions do not sub-delegate

      authority.

· All documents are approved with original signatures.

· The Department submits an update master list or Change Form for Master List to the

      Comptroller’s office prior to the commencement of each fiscal year.

