[Company Logo]   [Company Name]
SPECIMEN SIGNATURE REGISTER
	Company:
	[Company Name]

	Department:
	[Department]

	Register Ref.:
	[Reference Number]



	Employee ID
	Employee Name
	Designation
	Specimen Signature 1
	Specimen Signature 2
	Initials
	Authority / Documents
	Limit (₹)
	Effective From
	Withdrawn On
	Attested by

	[Employee ID]
	[Employee Name]
	[Designation]
	[Sign]
	[Sign]
	[Initials]
	[Vouchers / Purchase orders]
	[Amount]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Authorised Signatory]

	[Employee ID]
	[Employee Name]
	[Designation]
	[Sign]
	[Sign]
	[Initials]
	[Authority]
	[Amount]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Authorised Signatory]

	[Employee ID]
	[Employee Name]
	[Designation]
	[Sign]
	[Sign]
	[Initials]
	[Authority]
	[Amount]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Authorised Signatory]



Declaration by authorised employee
I confirm that the specimen signatures and initials above are my own. I will sign company documents only within the authority and limit stated, and I will inform HR immediately if my role changes.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Attested by
[Authorised Signatory]
For [Company Name]


Privacy notice: [Company Name] collects the details on this page only for verifying signatures on company documents within delegated authority. Access is limited to authorised HR staff, and the record will be kept for the period of signing authority plus the audit retention period, after which it will be securely deleted or destroyed. You may ask HR to see or correct your data, consistent with the Digital Personal Data Protection Act, 2023.
Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
