Signatures necessary to initiate a purchase order, or a claim, and certifications necessary to initiate the audit and the payment:

1. The first signature needed would be that of the purchasing agent. The 

Purchasing agent is the officer who initiates the contract between the vendor and the district and is the only person who is authorized to do so.

                                      2.
The second signature needed is that of the person who received the order. The receiver's signature denotes the fact that the order was complete and acceptable.

The third signature needed is that of the officer-giving rise to the claim.

Section 1724 of the Education Law requires that prior to presenting the claim for audit, the claim must be approved by the "officer giving rise to the claim."  This is the purchasing agent and his/her second signature specifies that the vendor has fulfilled the contract under the purchase order and that the claim has
been processed for payment.  The internal claims auditor should not approve any claim without the signature of the officer-giving rise to the claim. This can be accomplished by having the officer sign each claim or sign the schedule of claims following the last claim listed.  The suggested statement to be signed is as follows:


Approval of Officer Giving Rise to Claims

I hereby certify that each claim numbered ________ to ________, inclusive, has been rendered in accordance with the respective contract, agreement, or accepted estimate and that the work has been completed and/or the materials delivered satisfactorily in each case.


___________________          __________________________



  Date Purchasing Agent


Signatures necessary on a claim, which is not generated by a purchase, order:

1.The first signature needed is that of the individual authorized to initiate the claim, such as 

the director of athletics for hiring referees or the chief school officer for travel or attendance 

at conferences.

2.The second signature needed is that of the claimant verifying that the service was performed.

3.The third signature needed is that of the one who authorized the claim to indicate that the service 

had been completed.

All signatures should be clear and legible so that the internal claims auditor can identify the individuals who signed the documents.

When the board of education appoints an internal claims auditor, there should be a specific certification at the end of each schedule, or warrant, of claims. The certification should read as follows:


Certification of Warrant

To the District Treasurer:


I hereby certify that I have audited the above claims, _______ in number, in the total amount of $___________.


You are hereby authorized and directed to pay to the claimants certified above the amount of each claim allowed and charges each to the proper fund.


___________________           _________________________



  Date Auditor

 The board of education should require that a proper audit is conducted and that the proper certification be affixed to the schedule of claims (warrant) in accordance with Section 1724 of the Education Law.

