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Delegation/Rescission of Authority 
This document is a public record and available for public inspection.
Please read instructions before completing form

1. [bookmark: _Ref509826102]Employee: Print First & Last Name: _______________________  Title: ___________________________

2. Department: _______________________________

3. Delegating/Rescinding Authority: David P. Jones,  Interim President 
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Delegation of Authority is granted pursuant to Board Policy 1A.3, Part 4 and is conditioned upon ongoing compliance with and subject to the limitations in board policies, system procedures, institution policies, applicable statutes and law, and applicable regulations and policies of the Departments of Administration and Minnesota Management and Budget. In exercising this authority, incurring obligations which exceed the fiscal year allocation will be in violation of Minnesota Statutes §16A.15, subd. 3.  If delegation is authorized in Section 5 below, such delegation rescinds any and all prior delegations of authority previously filed.  

 Delegate Authority
 Rescind Authority
4. Selected Action:


 Delegate Authority 
I hereby delegate the powers and/or duties
listed in No. 6 to the employee named above effective: 

Click or tap to enter a date.
 (Month/Day/Year)

 ☐ Rescind Authority 
I hereby rescind all delegations previously authorized to the employee named above effective: 

Click or tap to enter a date.
(Month/Day/Year)
6. Delegated Powers and Duties (designate all that apply) provide details on page 2. 
	☐  Contracts 

	☐  Purchasing and Procurement  
	☐  Other 



7. Signatures and Date (document signed) 
 Employee							Authority Delegating/Rescinding: President 
								

Signature:___________________________ Date:_______________________________              
Signature:____________________________Date:________________________________      



8.  Document Filing and Retention: Submit original document for official filing (stamping) and retention to the President’s Office. The President’s Office will scan, copy and save to One Drive. Following official filing, President’s Office will retain the original document with a scanned copy to Business Services. 

	[image: ]Employee Name:
	First Last

	Delegating Authority:
	David  P. Jones, Interim President 

	Date:
	Click or tap to enter a date.

Delegated Powers and Duties for Administrators: Select all that apply. 
	☐	Contracts and Amendments Execution
	Authorization Limitation or Details 

	☐	Facilities – Construction 
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Facilities – Service (non-construction)
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Grants
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Guest Lecturer/Presenter
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Hotel
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Income – Customized Training 
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Income - Other
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Inter-Agency
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Intra-Agency
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	IT Software Licenses
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Joint Powers Agreement
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Memorandum of Agreement
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Memorandum of Understanding
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Professional/Technical Services
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Real Estate – Leases/Occupancy
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Service (non-facilities) 
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	Out-of-State Travel
	MnSCU Procedure 5.14.2 Not to exceed budget balance

	☐	
	MnSCU Procedure 5.14.2 Not to exceed budget balance



The following two sections apply to any applicable employees: Select all that apply. 
Purchasing and Procurement                                                                 Other activities requiring delegation of authority
	☐	Requisitions 
	Amount	
	☐	Payroll – Employee Time & Absence Approval
	Amount
	☐	Invoice Approval/Receipt Approval	
	Not to exceed budget balance
	
	☐	Payroll – Student Payroll Approval
	Amount
	☐	Purchase Order
	Amount	
	☐	Travel Advance Approval
	Amount
	☐	Purchase Order – Student Activity
	Amount	
	☐	Other (Identify)
	Amount
	☐	Purchasing Card per purchasing card application form
	Amount	
	☐	Other (Identify)
	Amount



Other Transactions 
	☐	Payroll- Employee Approval  
	Amount
	☐	Payroll – Student Payroll Approval	
	Not to exceed budget balance

	☐	Travel – Advance Approval
	Amount
	☐	Travel – Expense Form Approval
	Amount
	☐	Other (Identify)
	Amount



Business Office Staff Only 
	☐	Accounts Receivable Write-offs

	☐	Check Disbursement 

	☐	Special Expense Forms

	☐	Wire Transfers

	☐	Receipt Entries





Instructions

1.	Select institution 
2.	Print the first and last names and working title of the employee to whom authority is being delegated or being rescinded. 
3.	Print the department and position control number (PCN) if known.   
4. 	Print the first and last names and working title of the employee delegating or rescinding the specified duties and/or powers.                                           

5.	Check one box to either delegate duties and/or powers or to rescind all delegated duties and/or powers authorized by a previous delegation. 
a.	A new Delegation of Authority document must be issued within 30 calendar days if/when: 
	i.	a newly-hired person is being delegated authority; or
	ii.	a current employee is being delegated authority for the first time; or 
	iii.	a delegated employee’s working title changes; or 
	iv. 	a delegated employee’s authority changes; or 
b.	The Delegating/Rescinding Authority at the system office changes. 
c.	A Delegation of Authority must be rescinded within 30 calendar days when an employee to whom authority was delegated is terminated or leaves active employment. 

6. 	The Delegating/Rescinding Authority is required to check one or more boxes to identify the duties and/or powers being delegated and identify specific information on page 2. 
	
Cost Center Grouping
Select division(s) and all applicable group(s) of authority. Utilize the comment section to specify additional limitations or cost center needs.  

Contracts 
Authorized signers for institution representative on contracts.  Dollar Not to exceed budget balance is maximum Not to exceed budget balance of contract, amendment, or agreement individual can sign. Delegation of authority not to supersede restrictions outlined in board policies 5.14 Contracts and Procurements, 5.14.2 Consultant, Professional or Technical Services and Income Contracts, and 6.2.2 Facilities Construction Contracts. This includes contracts and agreements that are nonmonetary in nature. 

Purchasing and Procurement
This section consists of Minnesota State Workday roles requiring delegation of authority to make decisions in Workday workflow.  Dollar limits specified on the delegation of authority form are reinforced within the requisition rules of Minnesota State Workday.  

7.	Signatures 
a.	The employee identified in #2, Employee Name, is required to sign and date the form in black or blue ink.  Employee signature not required when authority is rescinded.    
b.	The employee identified in #4, Delegating/Rescinding Authority, is required to sign and date the form in black or blue ink.

8.	Document Filing and Retention 
a.	Submit original document for official filing (stamping) and retention to the Office of the President.
b.	Following official filing, the Office of the President will scan and email the document to Business Services and originating party.
c.	The Office of the President will retain the original document.









Definitions

· Contracts and Amendments

· Authorized signer: Authority to initiate and sign contracts as institution representative in accordance with board policy and procedures.  Includes all Minnesota State forms and contract templates, or other agreements approved by the Office of the General Counsel.

· Form and Execution: Form and execution of contracts. 

· Purchasing and Procurement

· Accounts Payable Review:  Review for matching requirements and process all types of invoices for payment.  This role is a business office role for accounts payable processing. PC_WORKDAY_PAYMENT_VOUCHER

· Purchase Order Approval: Purchase order creation and obligation to vendor.  Review for compliance of vendor selection, track cumulative spend and verify accuracy of accounting codes.  The role is typically for buyers and is limited to business office staff. PC_WORKDAY_BUYER

· Purchase Requisition Approval: Requisition and direct payment approval.  This role is for cost center managers, department approvers, and those responsible for managing expenses within a division’s budget. PC_WORKDAY_DEPT_APPROVER role in security module. 

· Purchasing Card: Required for individual purchasing cardholders. Limit specified on form is maximum monthly credit limit.  Each purchasing cardholder must have this delegation of authority.  

· Receipt Entry: Verify goods or services provided and Market enter cost or quantity receipt in Minnesota State Workday.  This information is used by accounts payable for three-way matching and payment of invoices.  All employees with purchasing delegations are responsible for accurate receipt of goods or services. 

· Other Activities Requiring Delegation of Authority

· Accounts Receivable Write-off: Authority to authorize Write-off accounts receivable balances in accordance with Procedure 7.6.2 Accounts Receivable Management

· Check Disbursement: Cash management control granting authority to limited Not to exceed budget balance of staff to issue checks for needs outside of the accounts payable process, e.g., payroll advances, student stipends, and emergency loans.

· Out of State Travel: Authority to approve request to incur out of state travel related expenses in accordance with Procedure 5.19.3 Travel Management

· Pay Order: Authority to approve Payment Application of construction

· Special Expense: Required for expenses outside normal course of business that benefit Minnesota State as defined in Procedure 5.20.1, Special Expenses and Chancellor/Presidential Expense Allowances.

· Wire Transfer/Initiate ACH: Authorizes specific staff to initiate fund movements otherwise not recorded in Minnesota State Workday or the Accounts Payable process.  


• A scanned copy will be returned to the originating party.
• Digital signatures are accepted.
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