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[bookmark: _GoBack]DELEGATED AUTHORITIES FORM
This document summarises the levels of authority required for key financial actions in [ORG].
	AREA OF AUTHORITY:
	LIMITS APPLIED:
	DESIGNATED PERSONS:

	1. Budget variations 
	Change in project/team budget up to:
X%
Y%
Z%
Forecast change from surplus to deficit:

	

	2. Income agreements and expenditure contracts (including leases on property and equipment)
	Up to £x,000

Up to £xx,000
Over £xx,000
	

	3. Ordering goods
	Up to £x00
Over £x00
	As per expenditure contracts above


	4. Authorisation of staff expenses
	


	

	5. Board Member expenses
	Up to £xx
Over £xx
	

	6. Petty cash expenditure
	Up to £xx (single transaction)
Over £xx
	

	7. Current account cheques
	
	Any two bank signatories

	8. Bank payments (including foreign payments)
	
	

	9. Transfers between [ORG] bank accounts 
	
	

	10. Receipt and banking of cash & cheques
	
	

	11. Safe keys
	
	

	12. Employment contracts
	
	

	13. Legal documents (where not covered above)
	
	

	14. 
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This template was produced for members of NCVO. 
It’s meant as a guide and does not constitute legal advice. 
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