Approval Procedure to Name an Individual As a Preauditor

A memorandum is to be used to request and establish Preauditor authorization. 

Delegation of Authority

This memorandum:

· Is addressed to the Director of Sponsored Program Administration (SPS)

· Is sent from the respective School Business Manager to the Director of Business Managers

· Requests approval for Preauditor status for the Departmental Business Manager

· Secures authorization unique to the individual within the position only.  If an approved individual changes positions, the approval must be revoked and a new approval requested.

Procedure to Revoke Preauditor Authority

A memorandum is to be used to revoke delegated Preauditor authority.

Revocation of Delegated Preauditor Authority
This memorandum:

· Is addressed to the Daily Systems Administrator – SPS/HOVD

· Is sent from the School Business Manager if revoking authority for a Departmental Business Manager

Approved original copies of each memorandum should be forwarded to:

Daily Systems Administrator – SPS/HOVD

The SPS Daily Systems Administrator position is responsible for maintaining the permanent file of approvals.  A list of authorized Preauditors will be maintained on the SPS homepage, with a link also available on the Business Managers homepage.

