Delegation of Authority to Departmental Business Managers


PURDUE UNIVERSITY
BUSINESS OFFICE MEMORANDUM

To:
<Insert Name>, School Business Manager

From:
<Insert Name>, <Insert Title>, <Insert Department Name> 

Subject:
Preaudit Authority Delegation

I am requesting delegation of Preaudit Authority for <Insert Departmental Business Manager’s Name or Other Designated Staff Name> for Sponsored Program accounts within <Insert Department Name(s)>. The department(s) within the delegation include(s) <Insert Department Number(s) or Department Number Range(s)>.


Approval Requested:

___________________________










Departmental Business Manager


Date







     Signature

I am delegating Preaudit Authority as indicated above for <Insert Departmental Business Manager’s or Other Designated Staff Name> for Sponsored Program accounts within the <Insert Department Name(s)> as requested above.


Approved:


____________________________









<Insert Name of School> Business Manager

Date







     Signature

I understand that Preaudit Authority verifies allowability, allocability and timeliness compliance with Donor, Sponsor and University policies and regulations, including the Guidelines for Budgeting, Allocating and Charging Costs to Sponsored Programs and the Preaudit Process Guide. Affixing my signature to a document as preauditor verifies that the transactions on that document, in my judgment, are appropriate and reasonable in view of the mission of the department, school and University.

Upon receiving this delegation, I will verify the above-mentioned tasks have taken place when signing as Preauditor for Sponsored Program Services.


Authorized Signature:


________________________________





Name:


<Insert Name of Departmental Business Manager,





 Business Assistant, Account Assistant or Other Designee> 








      Signature

This document is signed first by the intended designee, then by the Departmental Business Manager/Business Assistant/Account Assistant and finally, if approved, by the School Business Manager

Send original copy of this delegation to Daily Systems Administrator—SPS/Hovde.
Distribute copies to school/departments as appropriate.
