Delete this line: In this template, replace italicized text with the relevant information described.
College or Unit Name
Transaction Authority and Payment Approval Delegation Plan
In accordance with University Policy 4.2, Transaction Authority and Payment Approval, the dean, vice provost, provost or president of the Unit Name has delegated payment approval to the Title of Delegated Role. Leadership further delegates based on the delegation plan outlined in this document:
· Primary and secondary transaction authority approvals for transactions/KFS e-docs within the (Insert college or unit name).
· Primary and secondary payment approvals for transactions/KFS e-docs within the Shared Services Center.
· Travel-related approvals in accordance with University Policy 3.2, Travel Expenses such as:
· Pre-trip approvals (e.g. use of premium airfare, family, spouse, or companion travel).
· Travel expense reports submitted after the 60-day post-trip limit.

A copy of this completed delegation plan will be forwarded to the Shared Services Center at shared-services-center@cornell.edu.  


Signature
Print Name
Title

Date
Date Signed


Transaction Authority
[bookmark: _Hlk191547685]See University Policy 4.2, Transaction Authority and Payment Approval for the responsibilities of someone with transaction authority.
Identify who is authorized to submit requests to the Shared Services Center for processing and at what dollar amount. The college/unit should have procedures in place to verify that the request is not a duplicate payment and confirm that sufficient budgeted funds and account balances are available to cover the payment.
	Transaction Type
	Document
	Threshold
	Authority Delegate Job Title
	Authority Delegate Name

	Procurement
	I Want Document
· SSC PCard
· Disbursement voucher
· Purchase order
· Participant/project advances
	All dollar amounts
	All
	All faculty and staff or see attached list*

	Procurement
	Contracts for services
	Less than $100,000 
	All
	All faculty and staff or see attached list*

	Procurement
	Contracts for services
	Greater than or equal to $100,000 
	Dean or VP
	

	Procurement
	Sponsored research
	All dollar amounts
	Sponsored award team
	

	Procurement
	IT-related purchases
	Greater than or equal to $25,000
	College/unit IT Director
	

	Procurement
	Reimbursements older than 6 months
	
	
	

	Travel
	Travel advances for faculty and staff
	
	
	

	Travel 
	Travel advances for students
	
	
	

	Travel
	Reimbursements older than 60 days post-trip
	
	
	

	Travel
	Faculty or staff
	
	
	

	Travel
	Students
	
	
	

	Travel
	Guests and visitors (non-employees)
	
	
	



Handling Department Restrictions on I Want Documents 
If your college/unit restricts I Want Document submissions, require staff to ad hoc route the I Want Document to the unit representative with transaction authority for approval before submitting it to the SSC. Those representatives are listed below.
I Want Document Transaction Authority
	Department Number
	Department Name
	Threshold Amount
	Transaction Authority Delegate Job Title
	Transaction Authority Delegate Name

	
	
	All dollar amounts
	
	

	
	
	Less than Bid Limit
	
	

	
	
	Greater than or equal to Bid Limit
	
	



Payment Approval
See University Policy 4.2, Transaction Authority and Payment Approval for the responsibilities of someone with payment approval.
[bookmark: _Hlk192750041]Identify who can approve the financial transaction e-doc. Typically, the e-doc approver is a college/unit representative who confirms that goods or services have been received or that an activity has been approved, and that funds are available to make the payment. Payment approvals do not imply transaction authority.
	Transaction Type
	Payment Type
	Threshold
	Authority Delegate Job Title
	Authority Delegate Name

	Procurement
	Primary and secondary KFS payment transactions (DVs, PREQS, PCDOs) and GLTs
	Payments greater than $5,000 requiring unit confirmation.
	SSC Executive Director further delegates per the SSC delegation plan.
	Sherry Guernsey

	Procurement
	PCard application
	All
	Supervisor
	

	Travel
	T&M card application
	All
	Supervisor
	

	Travel
	Faculty and staff travel (Concur)
	
	KFS Org Manager
	

	Travel
	Student travel
	
	
	

	Travel
	Guest and visitor travel
	
	
	

	Travel
	Pre-approval (e.g. premium airfare, family, spouse, companion, limousine) 
	
	
	

	Financial Management
	Non-check disbursements
	All
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