Example Agency


1.1 DELEGATION OF AUTHORITY 

Policy

Example Agency have implemented this policy to ensure staff have the appropriate legal authority to exercise powers and carry out certain actions for which they are personally accountable.

Rationale for Policy

Under Part 5 and Section 31 of the Financial Management Act 1996 the Chief Executive can delegate particular powers to staff in the department.  This enables the efficient running of the department.

Responsibilities and Accountabilities

The primary responsibilities and accountabilities in relation to delegation of authority rests with the:

· Financial Controller;

· Directors; and

· Staff with delegations.

Financial Controller

The Financial Controller has responsibility:

· to develop, maintain and review financial delegations for the department and ensure that a Register of Delegations is available for all staff to access; and

· to disseminate to Directors the Register of Delegations each time it is reviewed.

Directors

Directors have a responsibility to ensure:

· that all their staff who hold a delegation understand the powers and limitations of their delegations; and

· that all their staff understand their responsibilities in relation to delegations.

Staff with delegations

Staff with delegations have a responsibility when using a delegation to ensure:

· the action is within the power and limitation of their delegation; and

· they have followed all relevant departmental procedures, eg procurement, asset management.

Non Compliance

Failure to comply with these procedures may result in the department not complying with its legislative responsibilities under the Financial Management Act 1996.

Non-compliance with these procedures will therefore be taken as a serious matter and may result in disciplinary action.

Target users

These procedural rules are for all officers with responsibility for setting up and maintaining delegations and for officers with a financial delegation. 

Procedures

The following procedures are addressed by these guidelines:

· register of delegations;

· using an instrument of delegation; and

· accountability.

Register of Delegations

The department has a Register of Delegations that is available on the departmental intranet site.  This register will set out in a table the position details, power and limitation for each delegation.

The Financial Controller is responsible for the establishment, maintenance and review of this register.

This register will be reviewed no less than annually.

Using an Instrument of Delegation

When using an Instrument of Delegation, delegates must work within departmental guidelines.  Delegates must understand the responsibilities associated with their delegations and the procedures that are required before approvals are given.

	 Delegation
	Relevant Chapter of Procedures

	Enter into contracts
	2.8.1 Engagement of Consultants

2.8.2 Use of Contractors

	Approve purchase requests
	2.1 Spending Authority

2.2 Procurement of Goods and Services 

	Advances
	2.3 Payment of Accounts

	Write-off Debts
	4.1 Debt Management and Invoicing

	Write-off Assets
	6.1 Asset Management

	Travel
	2.4 Travel and Cabcharge


Accountability

Delegates are accountable to the Chief Executive for the results of exercising their delegations and the responsibilities allocated to them.

Delegations are directed at positions/titles eg. Financial Controller rather than at individuals.  However, individuals occupying such positions will be held accountable to the Chief Executive.
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