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How to designate and confirm an authorised signatory 

The authorised signatory is the only person who can submit full applications and reports to the 

Joint Secretariat. The authorised signatory is assigned and confirmed at the application stage of a 

full application. The process has two steps: 

A. The lead beneficiary designates the authorised signatory in the online monitoring system 

B. The authorised signatory finalises the process in the online monitoring system 

Both steps are described in this document. Step A is also illustrated in a screencast video available 

here:  

http://www.northsearegion.eu/project-information/programme-manual/online-monitoring-

system/ 

Please note that step B includes a pin code being issued and sent by post by the Joint Secretariat. 

This means you cannot wait until the last minute to complete the process. 

 

A. The lead beneficiary designates the authorised signatory 

1) Go to section B of the application form 

 

2) Click the “Edit” button and enter the information for the lead beneficiary,  

3) Once you are done, go to section B.2  
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4) Enter the information required (name, surname, address, phone number, etc).  

5) Click on “Authorised Signatory” YES.  

 

6) Refresh the page or move to another tab. 

7) The button “Invite Authorised Signatory” will appear above the tabs of the full application form.  

 

8) Click “Invite Authorised Signatory”. The invitation is sent to the respective authorised signatory.  

 

B. The authorised signatory finalises the process 

Please note that the authorised signatory will need to register as a user, unless already a user of 

the online monitoring system. In order to register as a new user, please see our tutorial here:  

http://www.northsearegion.eu/project-information/programme-manual/online-monitoring-

system/ 
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1) The authorised signatory logs in to the online monitoring system and accesses the application. He/ 

she sees a warning that the authorisation process is not complete. 

 

  

2) The authorised signatory accesses his/ her profile and sees the warning about the documents 

to be signed. 
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3) He/ she downloads the templates provided, signs the documents, scans them and uploads them to 

the system.  

 

4) He/ she returns to the profile to see that the files are uploaded. Changes can be made by going 

back to the form. Once done, click “Inform JS”. If this is not done, the process will not be 

completed. 
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5) After informing the Joint Secretariat, changes can no longer be made.  

 

   6) The authorised signatory sees that the PIN code is on its way by post.  

 

7) Once received, the authorised signatory enters the PIN code.  
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8) The status of the authorised signatory is now set and confirmed.  

 

 9) The authorised signatory can now submit the full application, as well as any future applications 

and reports.  

 

  


