1. Delegated Authorities Schedule

The policies and procedures manual should include a schedule of delegated authorities.  The purpose of such a schedule is to provide staff with a quick reference to the authorities required for certain tasks at ABC.  In regard to this I have provided a template of this report for you to use.  This template should be updated to meet the needs of ABC. 

In regard to the authority they should be completed in conjunction with your Board and formally approved by the Board. I would like to review these after you have been able to complete this.

In addition to this the introduction to the Finance Policies should include a statement in line with the following:

Expenditure may only be approved by personnel with the delegation approval as authorised by the Delegated Authority Schedule.  Delegations have been set by positions, not individuals.

The Delegated Authority Schedule sets out who within the organisation is authorised to approve spending to what level.  

Creation and Maintenance of Financial Delegations:

Financial delegations are approved by the Board.  Any changes to delegations must be proposed via a Board Paper.

Explanation:

For example, for Fixed Assets, the Executive Director may only authorise expenditure up to $x.  Should the proposed expenditure exceed this amount, approval must be sought from the Board.  Fixed Assets expenditure over budget must be approved by the Board.

Absence of authoriser:

When a manager is absent from the office for a period of time exceeding one week, he/she may delegate down his/her authorisation duty to another staff member with the written authority of the Executive Director.

Checking financial delegations:

Before an invoice is processed, the Office Manager will check to ensure the creditor invoice contains the correct level of authority.

In the case where the correct authority is absent, the Office Manager will pass the invoice on to the appropriate manager for approval.

Under no circumstances will payment be made without proper authorisation per the attached delegation levels.

ABC DELEGATED AUTHORITIES

The ABC delegated authority levels are:

	Level B
	Board

	Level 1
	Executive Director

	Level 2
	???

	Level 3
	???

	Level 4
	???


	Financial Delegations
	Authority Level Required

	Accounts Receivable
	

	Authority to Recover other 3rd Party debt
	

	Authority to Recover private expenses paid by the company from Employees
	

	Cheque  / Direct Credit Signatories
	

	Accounts Payable payments over $x
	

	Accounts Payable payments under $x
	

	Funds Transfers between ABC Bank Accounts
	

	Contract Commitments By ABC 
	

	Approving Contracts Over $x
	

	Approving Contracts Up To $x
	

	Contract Payments Over $x
	

	Contract Payments Up To $x
	

	Foreign Exchange Forward Cover
	

	Capital Expenditure – Fixed Assets
	

	Capital Expenditure Over Budget
	

	Capital Expenditure Over $x
	

	Capital Expenditure Up To $x
	

	Disposal of Fixed Assets
	

	Investments 
	

	Investing Money on Fixed Terms
	

	Withdrawing Money on Term Deposit before Maturity
	


	Staff and Board Expenditure
	

	Board Remuneration
	

	Board Expenses within Budget
	

	Board Expenses outside Budget
	

	Payroll Expenses within Budget
	

	Payroll Expenses outside Budget
	

	Career Development Training Over $x
	

	Career Development Training Up To $x
	

	Operating Expenditure
	

	Purchases Orders Outside Budget 
	

	Purchases Orders Within Budget Over $x
	

	Purchases Orders Within Budget Over $x
	

	Purchases Orders Within Budget Over $x
	

	Petty Cash Expenditure
	

	Travel and Hospitality
	

	Board Hospitality Expenses
	

	Board Travel Expenses
	

	Management Travel Expenses
	

	Staff Travel Expenses
	

	Use of Private Vehicles
	

	
	

	Personnel Delegations
	Authority Level Required

	Abandonment of Employment
	

	Instigating Termination
	

	Resignation
	

	Accepting resignations
	

	Disciplinary Actions
	

	Placing an Employee on Paid Leave
	

	Suspending an Employee
	

	Dismissing an Employee
	

	Issuing Formal Verbal Warning
	

	Issuing Formal Written Warnings 
	

	Issuing Final Warning
	

	Employment Agreements (contracts)
	

	Individual agreement management sign-off
	

	Collective agreement management sign-off
	


	Hours of Work
	

	Approval of hours of work
	

	Approval for occasional absences from workplace during working hours
	

	Approval of overtime
	

	Approval of time in lieu
	

	Leave: annual and special
	

	Carrying forward annual leave
	

	Special leave in addition to entitlement
	

	Leave without pay – up to five days
	

	Leave without pay – over five days
	

	Anticipated annual leave
	

	Special leave for jury service
	

	Special leave within entitlement
	

	Annual leave within entitlement
	

	Fortnightly leave summaries
	

	Personal grievances
	

	Settling grievances
	

	Receiving grievance and managing process
	

	Recruitment
	

	Establishing new position or significant change in current position
	

	Decision to fill vacancy
	

	Advertising internally / externally
	

	Approval to appoint
	

	Recommendation for appointment
	

	Remuneration
	

	Approval of job size / remuneration range
	

	Approval of starting salary
	

	Approval for salary increases and performance payments
	

	
	


