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Purpose

The purpose of this procedure is to delegate the responsibility for maintaining College seals and

authenticating true copies of decisions, acts and documents.

Procedure

A. The College President, or designee(s), keeps College seals and authenticates true copies of decisions,
acts or documents where official signatures are required by law, State Board rule or Board rule. In
addition to the College President, the Office of the Registrar and the Office of the General Counsel are
hereby designated to keep College seals and utilize these seals for the purpose outlined above. It is
the responsibility of the Office of the Registrar and Office of the General Counsel to ensure that these

seals are properly safeguarded.

B. College seals shall not be removed from the custodial offices. Departments requiring the

authentication of official College documents should bring these documents to the Office of the

General Counsel.

C. When the College seal is required in the execution of a public security or instrument of payment, a

facsimile of the seal may be utilized.
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