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• Signature Delegations Overview

• Fiscal Approval Delegation

• Programmatic Delegation

• Roles & Responsibilities

• Pre-Auditor Delegation

• Best Practices

• Transactions ≤ $1,000

• PI Signature Delegation

• Fiscal Approval Review

• Case Studies

• Basic Principles



 Discuss the origins and policies associate with signature delegation

 Explain the various delegation types and levels

 Explain the roles and responsibilities associate with signature 

delegation

 Explain what to look for during the programmatic review

 Explain what to look for during the fiscal review

 Define allowable, allocable, and reasonable

 Discuss the importance of documented signature delegations by the 

Principle Investigator on sponsored program accounts 





• Indiana General Assembly establishes Purdue University (1869)

• Governance of Purdue vested in the Board of Trustees

• Board of Trustees establishes bylaws outlining the duties of the 

Treasurer (Article IV: Officers)

• The Treasurer, or a representative duly authorized by the Treasurer, shall 

examine, approve, and sign the written instruments requiring the 

Treasurer's approval as provided in Article VII. The Treasurer shall have 

the authority and perform the duties usually attached to the office and as 

may be prescribed by law, the Board, or these Bylaws.

https://www.purdue.edu/bot/about/bylaws.php#article4




Current policies:

• EVPT Memo A-19 (March 7, 2000) - under review

Delegation of Authority and Responsibility for Making and Executing 

University Contracts and Written Agreements (Except Employment 

Contracts)

• EVPT Memo A-35 (March 7, 2000) -

Delegation of Signature Authority for Approving the Obligation of 

University Funds for Procurements of Services, Supplies and 

Expenses, and Capital

http://www.purdue.edu/business/Executive_Memoranda/EVPT/a-19a.html
http://www.purdue.edu/business/Executive_Memoranda/EVPT/a-35.html


 The Fiscal Approval delegation is derived from the Bylaws of the Board of 
Trustees and through delegation from the Executive Vice President and 
Treasurer. The Bylaws of the Board of Trustees state that, “no disbursements 
shall be made, or moneys collected, used or distributed in conduct of the 
Corporation of the University and their business without authorization of the 
Treasurer.”

 Authority is referred to as Fiscal Approval

 Authority is delegated by the Comptroller 

 Records are maintained in the IDM system
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 Grant subcontract payments are processed via ZV60 but are XR document type so they do 

not use the workflow fiscal approver table. It is approved by the SPS account manager and 

the PI



 JN’s and various other financial document types will not route through workflow

o Users will continue existing process except that backup documentation will be attached electronically 

by the user rather than routed on paper

o Preparers should not be approving their own documents





Academic signature delegations are governed by 

Delegation of the President's Authority (V.B.5)*

http://www.purdue.edu/policies/governance/vb5.html


 Department Heads, Directors and Deans are the Chief Administrative Officers 

for their areas and are responsible to develop, operate, and maintain an 

organization that achieves maximum performance with the available 

resources at their disposal.

 Expenditures should align with department or unit programmatic needs.

 They are expected to exercise prudent and wise judgement in the expenditure 

of funds, in the utilization of services, and to make sure all programs and 

actions conform to the appropriate University policies.



 Executive officers of the University who have authority delegated to them by the 

President may choose to delegate responsibility and authority to their subordinate 

staff or to others who, by virtue of their professional qualifications and/or their 

functional relationship to the delegating officer’s area of responsibility, are capable of 

exercising such responsibility and authority.

 An appropriate delegation of authority meets the following conditions.

o Enhances the effectiveness and/or efficiency of operations while maintaining accountability.

o Does not subject the University to a conflict of interest or circumvent checks and balances in 

place to minimize risk.

o Is commensurate with the delegate’s role within the organization. The delegate must be 

otherwise involved in and knowledgeable of the activity being conducted and have a level of 

responsibility within the University consistent with the authority being delegated.



 Department Heads, Directors and Deans are responsible 

for programmatic and financial activities.



 Each area makes their own delegation decisions. They may delegate 

signature authority on their behalf to:

 DFA or ADFA

 Business Manager

 Business office support staff members

 Other academic or departmental faculty and staff
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 Business office staff (Directors of Financial Affairs, Business Managers, Research 
Account Specialists, Account Managers, etc.) have been assigned primary 
responsibility for assisting Department Heads, Directors, and Deans in fulfilling their 
fiscal responsibilities.

 Business office staff may:

• Provide assistance in the determination of allowable costs

• Provide assistance in the determination of appropriate cost allocation techniques

• Ensure certifications are obtained on source documents and that these documents 
are retained in accordance with University retention requirements.

 Business Management staff may exercise delegated signature authority from 
Department Heads, Directors, and Deans and the Comptroller. Must ensure the 
appropriate application of the following authorities granted by policy, delegation and 
role:

• Allocability Certifications

• Departmental or Programmatic Authority

• Fiscal Authority

• Contract Authority











o

o

o

o



https://www.purdue.edu/business/sps/index.html
https://www.purdue.edu/business/sps/preaward/menu/1.gettingstarted/pi_role/pi_expectation.html
https://www.purdue.edu/business/mas/costing/casGuidlines/CostAllocationGuidelines.php
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https://www.purdue.edu/business/mas/costing/casGuidlines/Costing-ChargingInstructions.php
https://www.purdue.edu/business/mas/costing/casGuidlines/CostAllocationGuidelines.php
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https://www.purdue.edu/research/regulatory-affairs/export-controls-and-research-information-assurance/external-confidential-information.php
https://www.purdue.edu/business/sps/contractmgmt/agrtemplates.html
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https://www.purdue.edu/legalcounsel/working w us/Employees.html
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http://www.purdue.edu/business/sps/postaward/bs/priorapproval.html
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https://www.purdue.edu/business/sps/postaward/guidelines.html




For Business Management Area

 Business Managers and Directors frequently are delegated 

both fiscal delegation and programmatic delegation due to the 

nature of their position.

 They must be certain what each signature means because 

these delegations should be reviewing for different things.































For Business Management Area

 Business office staff with Fiscal Approval have authority to sign for procurement of 

goods and services and personal payments to individuals, up to their delegated dollar 

limit – regardless of the purchasing mechanism used.

 Business Office staff should ensure that the test for allowability, allocability and 

reasonableness have been met. 

 Meeting these tests requires not only knowledge of University, state, federal and donor 

requirements, but also the ability to make reasonable judgements given the facts and 

circumstances concerning the transaction. 
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What to look for

 Allowable

 Allocable

 Reasonable

 Funded program is valid (project period)

 Funds are available (available balance)

 Correct GL account is used

 Appropriate supporting documentation is included

 Programmatic approvals are obtained if not delegated



 Expenditure is authorized by someone with first-hand knowledge

• Principle Investigator or authorized individual

• Business office staff must ensure that certifications are obtained, and that these documents 

are retained in accordance with University and sponsor retention requirements.

 Purchases made within the last 90 days of the project period should have sufficient 

evidence of benefit to the project.

 Backup documentation is included in the source document such as Ariba, Concur, 

SAP, iLab, etc.

• BLCA 330 Audits, Backup Documentation and Records Retention

Sponsored Program Funds

https://www.purdue.edu/business/sps/pdf/Training/BLCA/index/BLCA 330 _ Audits, Backup Documentation and Records Retention.pdf


What else to look for…

• Are additional signatures required based on dollar amount, commodity 
or funding source?

• Equipment purchases greater than $25,000 require an equipment 
screening if the funding source is federal funds, including subs using 
federal funds.

• Special Purchase Form > $10,000

• Compliance with applicable laws and University policy

• Exception items

• Document is “audit ready”















































A: The faculty member teaches an engineering class that challenges 

students to design protective packaging materials. The students’ grade 

is dependent on whether the package protects an egg when dropped.

B: The department head promised the faculty he would treat them to a 

made-to-order omelet lunch at their next faculty meeting in order to 

encourage attendance.

C: The Department of Human Development and Family Studies needs to 

purchase the eggs so children enrolled in the Lab School can decorate 

the eggs as part of a spring celebration.

D:  All of the above.























































































 The purpose of the purchase is not sufficient. 
 We must ask the PI how will the lab use the microwave?  How does this benefit the grant?
 Since the expenditure is less than $1,000, fiscal approval is not required.
 Requisition form indicates that programmatic email approval was provided which is sufficient 

for PI approval, if attached with Req Form for approval.
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If you aren’t comfortable, don’t approve.

Instead ask additional questions.

Call someone and talk it over if needed. 

•Business Manager

•Director of Financial Affairs (DFA or ADFA)

•SPS Post Award

•Managerial Accounting Services
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https://www.purdue.edu/business/account/govManual/index.html
https://www.ecfr.gov/cgi-bin/text-idx?SID=ee873e1aa906cf3b0d7474d25be3b5a9&node=2:1.1.2.2.1&rgn=div5 &_ga=2.101750472.815843494.1626267396-2047399935.1623759395
https://www.purdue.edu/business/mas/costing/casGuidlines/index.php
https://www.purdue.edu/business/mas/costing/casGuidlines/CostAllocationGuidelines.php



