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POLICY TITLE: Signing Autlrorily Palicy

REFERENCE: Municipal Covernrncnl Act, Section 213
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POLICY STATEMENT: The purpose ol this pnlicy is lo providc thc municipality with clarity in the signing of
various documents to improvc thc cfliciency of business opcratlons and yet maintain cl-fective interna! con(rols and

approvai proccsscs.

Repeal Poliq 2A2l-0l S/CNLVC AUTHORITY issued Novenber 24, 2021 and rirsr*rrrg this Polky in its pl*ce to

inprove the exprcssiotr of the law anr! contprehensiox of internal pracerise:i regarding the authority af signatures on

fficial docunrcnls.

I" OBJECTIVE
i. Secrion 209 of thc Municipal Covernment Act (MCA) provides some flexibility lor the Chief

Administrntive Ofllccr (CAO) to delegate his/her authority to sign cheques, agreements, nther

negotiable instruments, and other municipal documents as outlined in this policy, to a Village ol
Andrew employee. A delegate may not sub-dclegatc thcir duties.

ii. LJnlcss othcrwise noted in this policy, signing authorities may be furtherdclegated to Village of
Andrew employees at thc discretion olthe authorily holder, eithcr on a perpetual hasis or whcn

acting positions are held. A delegate may not sub-delegate their dutics, The Assistant C,{O shall

maintain a permanent record of any such delegations.

iii. Section 2ll of the MGA stiputates the manner in which municipal documents must be signed or
au{horized" In general, munie ipal documents must he signed by the Chiel Elected Official (Mayor)

andlor thc C,{O.

2. POLICY STATEMENTS
i. Cornotale.Seal - The presence af the Village o[ Andrew cotporate seal on any document verifies

the signatories arc authorized to sign on behalIof the municipality. The csrporate seal must be

appticd by rhe CAO or Assisrant CAO to any document signc'd on trehalf of the corporation unless

otherwise noted in this policy- This authority may be further dclcgated for specific tasks (i.e., tax

ccrtificates, husiness licenses, land titles, etc.)
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ii. Bvlaws Section 2li rii of the MCA requrres hylawr 1o be signcd as ihllow.s;

The Mayor's signrng authorrty may be delegated ro anyone actrng in this capacity. The CAO's
signing authonly may he dclegated at the discretion of the CAO.

&!iq!gg - Signing authonty tor Council and Administrativc Policies is delegated as tbllows, to

cnsure an authentic, auth<lrized copy o[all poltctes are preserved:

I
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i" (-qunc-tl*Policigli Thc Mayor"s signing. authority may bc dalegated t$ anyono acting in
this capacity ancl thc ChirIAdrnini$trltive Oflicer's signlng aulhonty rnay hc 6l{rl1:gatcd

at tht: discrelion tlf thu CACJ. A dcletrlate may nol sub-dclegale thcir duties"

First $econd Corporata Location

Signature Signature Seal Required of Original
Reguired f,.equired No Municipal5afe
Mayor CAO

ii. AdrrrlrigUgltyr_Loli_c-L$si The Chicf Administrativr: OlTiccr's authoniy ma1' hc delegated

at the discretion o[ thc CAO. A dclr:gatc may not sutr delegate lhcrr dutres-

First Second Corporate Location

Signature Signature Seal Required of Original
Required Required No Municipal Safe

CAO No

MinUtCl ' Section 213 ( I ) and (2) oI the MCA rcqurre thc minutes of Council mee ting$ and of
Council Commi(tec meetings hc srgned by the p*r*on presiding at the meetlng. The signing

authority delegatcd as follows:

IV
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FIrst
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Required

Chair of Meeting

Second Corporate
Signature Seal Required
Required Yes

CAO or delegate

Location
of Original

Municipal Safe

and Vault

The lirsr signarure may nor be delegated unless it is impossible t"or the chair of the meeting to sign

the docunrent, in which case it may be delegated only tn a Councillor or Committee Memher
present at the meeting.

The second signature shall tre dclegaled to the Chie IAdministralive Ofl1cer or Rccording

Secretary fbr the meeting as applicahle. The minutcs themselves shall serve as a record olany
such delegalron.

Negotiahle Instrunrenls Section 211 (4] ol the MCA requrres that agreenrents, cheques, and other

negotaable instruments be signed try the Mayor, or anolher person authorizcd by Council to sign

thenr, together with a Designated Olllcer or by a Deslgnated Officer acling alone, if so, authorizctl

by Council.

Cheques - The Chicl Admrnistrative Officcr Bylaw authorizes the CAO to stgn cheque r made or

cxecuted on behatf of the Village ol Andrew. As per Section 213 (4) of the MCA, Council

authorizes the CAO to srgn cheques flor all budget approvcd operational and capital expcnditures.

The CAO's signing au(hority for chequcs may only be delcgated (o a Senior Management position

with no further sub-delegation permitted.

Before each cheque can be signed, i/ rlrrs, be revtex,ed b1 tlv Mayor or Deputl' lVlayor,

l

During a general election the last formal minutes ol'an outgoing Council shall be resented during

lhe regular Council Meeting l-ollowing the Organization lrleetrng of the newly elected Council I'or

acccptance. The chair or delegate are authorized to sign the nrinutes.



Chcgues must bc signed as krllows:

vI

First Second

Signature Signature
Required Required

Mayor or Deputv Mavor CAO or Delegate

Conlracts And Asreements - The Chicf Adrninistrative Oflicer Bylaw authoriz-cs the CAO to sign

and execute all agrecments or contract.s madc or exccuted o bchall of the Villagu ol'Andrew.
Municipal agrecrncn(s may includc thosc whlch go hrcyond thc liscal year, arc eithcr opcrating or
capital, arl: within the limits of thc Council approved annual trudgct and have priorCouncil
approval to procced. Thc dclegation o[ this aulhorily is illustratcd in thc following tablc, with each
prrsition listed having thc authority to sign all contracts and agreemcnts appearing across from or
below the position (itlc. Signatures arc dcnoled in highcst ranking order; howcvcr, bcst praclicc

outlines the position of lowest ran musl sign off on ths documents first.

The following delegation o[authority docs nol precludc thc Mayor lronr prr:viding a sectrnd signature on

conlract or agrecnrent .providing the has not for the ltt si

Signaturc

Mayor CAO Yes Municipal Safc

red

CAO or
Mayor (as

requested)

CAO or
CAO
Delegate

Yes Ceneral Records and
Municipal Saf'e

Itt
Signaturc
Required

Corporale
Seal
Requircd

Localion of Original

Fcderal-Provincial Agreenrents Mayor CAO Yes Municipal Safe
All contracts and agreements
within approved operation or
capital budget

CAO or
Mayor (as

rertuested)

CAO or
CAO
Dclegatc

Yes Municipal Sal'e

All contracts, agreemenls, and
ncgotiablc instruments related to
sales, purchases, donalions,
lransters, mortgages, or othcr
encumbrances of real property

Applications Crant

Funding Agreemcnts

Leases Mcmorandum of
Agreement/Memorandum of
Understanding

Partncrsh ip Agreements

Purchase/Provision of Products or
Services

Grant Funding
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!" Signature
Requircrl

Zn,j

Signature
Required

Corporale
Seai

Rcquired

Devclo;rrnen { Agrecments Devclopnrent
OfficcrlCAO

It{o Yes Cencral Rccorcls

,{ny tlocumcnts lbr registration
with Land Titles, unless
othcrwise notcd

CAO

CAO

No

No

Y{rs

Y*s

Land Titles/Property Filcs

Rights of WaylAccess
Agrcemcnts

Land
Ti tlcs,/Landowmer/Propcrty
File

Encroachrnent Agrcf mcni CAO I.,to Yes Land
Ti tles/Landow ner/Propcrty
File

Crants tlf Hasement CAO I.{o Yes Propurty File

Discharges of Tax Recovery
Notification

CAO Ntr Yes Land Titlcs/Propcrty File

Suhclivision Plans CAO Irlo Yes Ceneral Files/Land Titles

ConstructionlService Contracts
and AEreemenls

CAO No Yes Municipal Salc

Tax Certilicates Municipal
Clerk

No Ycs LandowncrlProperty Filc

Th* lbllowimg speciahze<l contracls ancl agrecmenls mu$t be signcii hy lhe positiom indicated ordclegated

ro a Vr!lagc rif Andrew ernployec rlt thc discrction ol'thc authority hol<.ncr with no [urther suh*delcgatitln

ittc<l:

!-rrca(ion of 0rigina[

vHI F.lectronic Srgnature Council fluthoriues the use of an elec{ronic signature by Mayor and Council.

Each use must be authorized in writing by the signature holdcr. Types of documents l'or which

these types of signaturcs may be used inclu<le, but are not limited to, l$t(ers and proclamations,

Cqmmiss_ionclof iQallht - Under the Comrnissioner for Oath Act, rnemhers of a municipal Council

in Alherta is by virtue of tlre membership a Comrnissioner cmpowered lD administer oaths, takc

and rece ive allidavits, d$ctarations, and aftirmations in or outsidc Alberla ful use in Alberta.

lvlUnicipal Employees - The Village of Andrew shall ensurc appropriate municipal employees are

appointed as Commissioners of Oaths for Alberta, and as such as aulhorized to administer Oaths,

rake and reccivc affidavits. dcclarations. and aifirmations within the Provincc ol Alberta lor
Village ol-Andrcw related husincss only.

Mayor

Chief Adnrinistrativc Offi cer

Date
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Y
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