[bookmark: _GoBack](Instruction: Signature Authorization memos must be placed on your Agency letterhead)
[Date of Memo]
To:  	US Government Publishing Office
	732 North Capitol Street NW, Stop:  CSPS, Room C848
	Washington, DC 20401
	E-mail:  requisitions@gpo.gov

Subject: Signature authorization for submitting printing and binding requisitions to GPO 
I hereby authorize the following individual(s) as having signature authority to obligate funds on behalf of [Agency Name, Bureau, Department, Office, and Location] to submit requisitions to the U.S. Government Publishing Office (GPO). 

Authorized Employee Name and Job Title:	_____________________________	
Wet Signature (required):				_____________________________
Electronic Signature (if applicable):		_____________________________		
Phone Number:				_____________________________
E-mail address:				_____________________________
New addition: Yes/No?				_____________________________

Authorized Employee Name and Job Title:	_____________________________	
Wet Signature (required):				_____________________________
Electronic Signature (if applicable):		_____________________________		
Phone Number:				_____________________________
E-mail address:				_____________________________
New addition: Yes/No?				_____________________________

I certify that I have the authority to authorize the individuals above and this is in compliance with applicable [insert Agency name] regulations.

Authorized by:

[Signature]

[Name]
[Title]
[Telephone Number]
[Email Address]		
1

