Guideline on the Ability to Delegate or Assign the Use of Authority

Purpose

The purpose of this guideline is to explain the numerous considerations, preparations, and follow-up actions required to appropriately delegate or assign the use of officially assigned authority.  

Scope

The scope of this guideline attempts to include all instances where someone may seek to use, or grant the use of, authority that has not been specifically and directly granted. 

Definitions

Authority: the position based ability to approve specific types of actions that do not personally benefit the person holding the position nor challenge policy established by a higher authority.   Authority over the University’s actions is for all intents and purposes the Chancellor for the CSU System and the President for the Fullerton campus.

Delegation of Authority: passing on the trust to a subordinate position to approve specific actions for a specific term or an ongoing basis as specified.   Note: delegation does not include a transfer of responsibility.   Actions by the position to whom authority is delegated are still the responsibility of the position delegating the authority.  As such, delegation should occur on an as needed basis and only to positions with the requisite qualifications to reasonable assure an appropriate application of authority.  

Use of Authority: the approval of actions by a position not officially granted the ability to approve actions.  

Blanket Authorization Statement: written authorization that can be attached to documentation in order for the unauthorized position, to which it has been entrusted, to approve commonly recurring actions. (i.e. “Staff are permitted to expense their subscription to NACUBO).     

Position Authority: authority is granted to a position versus an individual.  As such, each position must have a detailed description of holder qualifications, including credentials/licenses, education/training, experience, and background.   

Delegation Guidelines:

1. Authority can only be delegated by a position if it has specifically been granted the ability, normally in writing, to delegate its authority.  Note: To assure comprehension, an understanding must exist of who has authority to act, as well as notice of delegation should be provided to the highest authority who originally delegated their authority. 

2. All delegations of authority should be in writing and specify:

a. The position versus the person to whom the authority is being delegated.

b. The period of time for which the authority is being delegated.

c. Any limits, (i.e. dollar amount, volume/frequency, etc.), on the recipient.

d. Whether the recipient of the authority can in turn delegate.

3. Under no circumstance may authority be delegated with the effect of creating a situation where a supervisor can influence the approval of their own personal transactions.  (i.e. by 

4. asking a subordinate to approve their travel authorization form.)  As such, in every instance of delegation, the authority cannot be used to approve the actions of a supervisor.    

5. A statement should be made explaining:

a. The requisite qualifications the position receiving the authority has, which assures the appropriate application of authority.  


Note: All those personnel placed in the position, especially on an interim basis pending recruitment of a permanent replacement, must have the knowledge and experience required to properly apply the position’s authority. 

b. Existing policies, rules, regulations that may affect the use of authority.

c. Why the delegation is a necessary and a sound business practice.

Use of Authority Guidelines

1. The use of authority is not appropriate unless the authority has given specific permission for the use and will be reviewing all such uses either prospectively or retrospectively.  (i.e., the authority must have direct knowledge and understanding of all uses of their authority.)

2. Use of someone else’s authority will be:

a. Approved in advance, preferably in writing

b. Recorded to assure a complete record of each use for prospective or retrospective review by the position holder.   Record should include such information as the amount(s) involved, date authorized, to whom authorization was provided, copy of associated documentations, etc.    

c. Under the condition that the user has advanced training as to how to use the authority and record/log each such use. 

d. Under the condition the user will indicate they are signing for someone else by either printing the authority’s name and then signing their own name or by signing their own name and then indicating “for” and printing the name of the authority.  In no instance shall anyone sign the name of the authority without any indication of their involvement, such that the signature could be viewed as an attempt at deception or forgery. 

3. Use of specimen signature stamps for actions having a fiscal impact is prohibited.  Such stamps are intended for cosmetic signings of unofficial business. 

4. On occasion an authority may create and supply key support personnel with a copy of their electronic signature for use in an urgent situation. Acceptance of such a signature requires additional care be taken to secure access to the computer on which the signature is stored.  Use of the signature will be subject to the conditions outlined in No. 2 of this section. 

5. A “Blanket Authorization Statement” (Statement) must be:

a. Created in writing.

b. Held in the personal/sole custody of the person holding the position to which it is entrusted.
c. State the position to which the Statement has been entrusted.
d. State the specific action(s) being authorized.
e. State period during which the action can take place.
f. State how many times, for what dollar amount, etc., the authority may be used

g. Create a record of each time the Statement is used including what action was permitted, when, and by whom. 
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