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1. Purpose

The purpose of these procedures is to communicate the principles and activities that OC Employees
are expected to follow when carrying out OC business transactions through legally binding
contractual agreements or operational activities and to outline the assignment of signing and
spending authority to positions on behalf of the College.

2. Scope and Application

The policy and its related procedures apply to all legal and financial documents of the College that
require authorizing signature(s) or approval(s), including but not limited to Contracts, Agreements,
expenditures, applications for funding and donations.

3. Procedures for Signing Authority
Responsibility for Matrices

3.1 The CFO & Vice President, Corporate Services is responsible for the Signing and Spending
Authority Matrix (Appendix A) and the Major Capital and Construction Matrix (Appendix B)
which include all documents requiring signature or approval, the dollar values associated
with those documents and the organizational level that has signing authority. The President
or CFO & Vice President, Corporate Services may amend the position titles but not amounts
on the matrices, or schedules to this policy and the procedures, without obtaining Board
approval, as necessary to address operational needs.
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the sale, purchase, acquisition or disposal of buildings or land regardless of the value.
agreement to lease land or buildings for a term that does not end on or before the
end of the fiscal year in which the College entered into the lease or agreement.

a commitment which is precedent setting or involves sensitive issues as determined by
the Board or the President.

a commitment which, under the College and Institute Act requires the approval of the
Minister(s) of the Government.

Educational Agreements

5.2  Educational Agreements that contain information, processes, or documentation that will
result in a notation on a student’s transcript
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5.22 Approval for purchases and internal College documents can be received through Wet
Signature or Electronic Signature, as outlined by various College procedures and processes.
This may include, but is not limited to:
a) Journal Entry Transfers
b) Timesheets
c) Requests to Invoice
B8 Payment Approval Forms
f) Expense Claims and Kilometer Logs

5.23 The Financial Services department managers, under the direction of the Director, Financial
Services, are authorized to make payments that exceed approved spending limits, subject to
the following conditions:

a) Payments are limited to general ongoing business expenses that require regular
payments or remittances including contractual obligations, payroll remittances, utility,
and tax payments, etc.

b) Payments must be made in accordance with the approved budget and in compliance
with all applicable laws, regulations, and policies.
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6. Signatures

Townhall meetings
College-wide celebrations
Employee Recognition events
Retreats

Donor events

Student Awards events
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6.1  All Contracts or Agreements over $500,000 require two signatures.

SGNPR_2311N_AD/VPC

Page 7 of 8



Okanagan College
Procedures for Signing Authority Policy

8. Related Acts and Regulations

College and Institute Act
Financial Administration Act

9.  Supporting References, Policies, Procedures and Forms

University, College & Institute Protection Program
Contract Routing and Process Guidelines

Hospitality Policy

Kilometer Reimbursement Policy

Procurement Policy and Procedures

Signing and Spending Authorization Matrix (Appendix A)
Major Capital and Construction Matrix (Appendix B)
Sponsorship Policy and Procedures

Travel Policy and Procedures

History
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