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ADMINISTRATIVE GUIDELINE

Title:  Signing and Purchasing Authority

 Effective Date:  May 25, 2000
                             Responsibility:  Superintendent of Business 
 1.0
Rationale:

Guideline established in order to address the issues relating to internal controls and signing authority.  This will assist the financial staff in processing payments, etc. 

 2.0
Process to be followed:


                 Transaction



   Signature Required

Petty Cash Claims ($100. limit per item)
Principal, Manager of Finance or   








Designate


Purchase Orders - Schools


Principal and Purchasing Staff for final


or School Departments


approval


Purchases Orders - Other


Managers, Co-ordinators, 








Superintendents or the Director and 








Purchasing Staff for final approval


Final Purchase Order Approval

Purchasing Supervisor/ Manager of 








Finance


Expense Claims 



Schools



Principal



Principal



Superintendent



Department Staff


Co-ordinator or Manager



Co-ordinators/Managers

Superintendent



Superintendents 


Director of Education



Director



Superintendent of Business

 

Trustees



Superintendent of Business 


Cheque Requests and Other Payments:



Program



Program Superintendents/ Coordinators/








Executive Assistant to the Director



Plant/Transportation


Manager of Plant/








Manager of Transportation



Information Technology

Manager of Information Technology



Payroll Related


Payroll Supervisor/ Benefits Coordinator/








Manager of Human Resources



Board Office Operations

Accountant/ Manager of Finance 



Related

Contractual Agreements on Behalf

Superintendent of Business and 

of the Board not Covered above 

the Director of Education
Applications for Special Funded 

Appropriate Superintendent and


Projects or Special Outside 


copied to the Finance Department
Funding










Our mission is to educate learners to their fullest potential in preparation for life-long learning.  
Our mission is to educate learners to their fullest potential in preparation for life-long learning.  

