[image: image1.png]



General advice for filling out affidavits and the Certificate (that serves as the Certificate of Authority for the person signing the affidavit):

(1) The person signing any affidavit or the Gift and Campaign Contribution certification must be the individual authorized to do so in the Certificate (of authority).
(2) The execution of the Certificate (of authority) must be on or soon after the date of execution of the contract, affidavit or the other certification, as the case may be.  Please note:  The Resolutions that are noted in the Certificate (of authority) need to have been adopted on or before the date the Certificate (of authority) is signed. 
(3) Gift and Campaign Contribution Certification:  If no gifts were given do not leave the form blank.  Write in the word “none” in the area on the form where disclosure is supposed to be made.

(4) A notary public or a commissioner of the superior court (this is an attorney licensed to practice law) must witness the affiant (the person signing the affidavit) signing the affidavit.  Therefore, the date that the affiant signs will be the same date as the notary public or commissioner of the superior court signs the affidavit.

(5) If a notary public is used, make sure she or he places her/his seal and commission expiration date on the subject document.

(6) In the Certificate (of authority) form, you cannot authorize yourself to sign the affidavits, unless you solely own the business or your company is an LLC and you are the sole member of the LLC.  If you fall into either of these two categories, please include a note with or on the Certificate (of authority) stating that you are the sole owner or the sole member.

(7) Depending on the structure of your company, another officer, member, partner, or general partner needs to authorize the person signing the affidavit to do so.
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