
 
  

  
     

   

  

   

  

  

  

  

  

 

 

     

 

 

 

 

    

 

  

 

 

 

 

   

    

    

    

  

  

  

   

 
   

   
 

 

   
 
 

 
  

          

     

   
  

        

 
  

    

     
    

   
   

    

 
   

   
 

   
 

   
 
 

 
  

          

     

   
  

        

 
  

 
    

     
 

 
   

   
 

   
 

   
 
 

 
  

          

     

   
  

        

 
  

    

       
 

 

 

 

 
   

   
 

   
 

   
 

 
  

          

     

   
  

        

 
  

  

    

       
 

 

 

Change of Signing Authority Procedure  for

  Student-Led Organizations  (SLO)

1. The  SLO will  prepare an email  stating:

a. Full name of the club  (no acronyms)

b. The SLO’s  CWB  account number  (if applicable)

c. Who will be  the new signers on the account. This must include:

  i.   Name,

  ii.  Executive position with the SLO,

iii.  Personal UNBC email address,

iv.  Personal contact phone number,

v. Confirmation the signer lives in/near Prince George and is physically able 

to  go to the Canadian Western Bank on 300  Victoria St, Prince George.

d. As  CWB  SLO  accounts  require  a minimum of  two  people  to sign, requests  for 

signing authority  changes must have  a minimum of  two people.  NUGSS 

recommends  three signers  to  accommodate absence or unforeseen circumstance.

e. All email requests for signing authority changes  must  come from the SLO’s

@unbc.ca email. Requests from a personal email will not be accepted.

2. Please  include  two  pieces  of  current  identification for each of the new signers  (see second 

page for all versions of acceptable ID):

a. Examples  include Driver’s License, Passport, or Provincial

Identification.  Identification with picture ID and date of birth would be most 

beneficial to complete the paperwork.

(Note: Student ID  cannot  be used as acceptable identification)

b. Please make sure that the  IDs  are not expired.  Scanned identification must include 

complete views of  both  the  front and  back  of  the  document.

3. CWB requires  all signing authority to complete the Consent Form to process any

financial requests. Please sign and return the Consent Form to Office Manager (nugss-
officemanager@unbc.ca) along with all other information required above.

4. The Office Manager or GM completes the letter for the bank and it is the OM's/GM's 
responsibility to ensure all information is provided to the bank.

5. It is the OM's/GM's responsibility to email CWB directly with all required paperwork 
items.

It can take up to 1 week for CWB to process your change of signing authority documents.
Once the documents are ready, CWB will contact the new signing authority to complete 
remaining paperwork.



 

 

 

 

 

APPENDIX - Acceptable ID's


