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Account Updates 
Introduction
Once an account is established at Cal State Fullerton Philanthropic Foundation, there are two common kinds of account updates; change of signatory and change of person receiving the monthly account statement.  These changes are accomplished through the processes outlined below.  The CSFPF Accounting Manager should be contacted directly for any other update requests, such as account closure.  
Change/Addition/Deletion of Signatory

1) The appropriate responsible department emails the CSFPF Accounting Manager to request an account signatory update.  The following information should be included in the email request (copy items a through e into a new email, complete required information and email to anhchen@fullerton.edu ):
a. Account number(s) and account name(s) for signatory change
b. Name and title of signatory to add 
c. Name of title of signatory to delete

d. If adding primary signatory, campus mailing address

e. Reason for change

2)
The CSFPF Accounting Manager will review the request and forward the email to request preliminary University approval from the appropriate person (i.e. Dean or VP or President).  All related parties to the transaction will be copied [i.e. new signers, deleted signers (if available), and remaining current signers].
3)
Once preliminary University approval is received from the appropriate person, the CSFPF will update the CSFPF Account Information Form with the new information.  The form will be sent to the responsible department to obtain the following: 
a) The signature of the new signatory [signatories that remain unchanged will be notated as ‘signature on file’ on the form] and 
b) The signature of the person who gave preliminary University approval.  
A Primary Signatory Agreement form will be included if one is not currently on file for any new designated primary signer.  

4)
After obtaining all required signatures, the responsible department must return the completed Account Information Form (and Primary Signatory Agreement, if applicable) to the CSFPF Accounting Manager in CP850.  Updated information forms will be kept on file in the CSFPF.  No expenditures will be allowed from an account until a signed and approved updated Account Information Form is returned to the CSFPF and a Primary Signatory Agreement is on file for the designated primary signer.

Change of Persons to Receive Monthly Account Statement
1)
An authorized signatory emails the CSFPF Accounting Manager with a request to change the person to receive the monthly account statement (copy items a through c into a new email, complete required information and email to anhchen@fullerton.edu ):
a.   Account number(s) and account name(s) for change in statement mailing
b.   Name and campus mailing address of person to add 

c.   Name and campus mailing address of person to delete

2)
When the CSFPF Accounting Manager receives this request, the account statement mailing information will be updated and an email will be sent to all current signatories and the changed statement recipients to confirm the change.
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