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Authorised Signatory Procedures
1
General Information

a. Authorised Signatories are individuals within the Trust to whom budgetary responsibility has been delegated, i.e. the only people approved to sign for expenditure against a budget.

b. Schedules of Authorised Signatories for Postage Stamps are dealt with by the Sales Ledger Section Leader, and are not covered by the scope of this form.  

Please contact the Treasury Dept in Finance for details on 27(16751) and 27(18777) respectively.
c. There are Trust wide financial limits, which have been set by the Director of Finance.  The Director of Finance may give written authorisation for these limits to be exceeded in exceptional circumstances. 
2 How to become an Authorised Signatory

a. A form must be completed. Without a complete, authorised form we cannot input your Authorised Limits onto the database. 

This form can be printed from the SHSC intranet under SHSC Policies, file name: ‘Authorised Signatory Limits Form’. In times of technical difficulties/no access to a computer you can contact Management Accounts at Fulwood House, telephone 27(16722), who will send you a form.
Important: Should you hold more than one post and require Authorised Limits for more than one of them, you will need to complete a new form for each post. A form will only be applicable to one post/job role. If you move post/directorate, you must complete a new form and indicate an amendment. Your limits will not automatically be transferred as they have to be authorised by the relevant budget manager. 

Complete the form as follows: -

(Please complete in BLACK PEN and BLOCK CAPITALS )

(i) Print your full name at the top of the form. If we need to contact you it’s often done by email so if you are on the trust mailing list as an alias then please specify in brackets e.g Jonathan may be Jon
(ii) Give details of a telephone number on which you can be contacted at work.

(iii) Print your job title and for which department you wish to become an authorised signatory.

(iv) State which directorate you work for (i.e. Acute, Learning Disabilities, Dementia etc.)

(v) State the site where your department is located, (e.g. Fulwood, St Georges, etc). If you have more than one site then please provide your base location where post can be mailed to you.
(vi) Provide a specimen signature in the space provided. This must stay within the box lines for scanning purposes.
(vii) Indicate the financial limit approved for each item in the boxes on the right hand side of the sheet. (Please refer to section 3: Trust Wide Financial Limits). Where the box indicates YES/NO, please delete as appropriate. Where the box indicates £, please enter an amount or Nil. Any boxes left blank will be logged as NO or NIL.

(viii) Once completed the form must be signed at the bottom by the Budget Manager & Care Group/Directorate Head or Deputy Directorate Head. In the case where you are the budget manager, you should seek authorisation from your line manager.  Any forms sent to Finance not fully completed or without the necessary approval will be returned resulting in a possible delay of you being able to use your Authorised Limits. We will only accept originals (no fax/photocopies/emails).
b. Once the completed form has been returned to the Finance Department the database will be updated and confirmation will be sent to you that your limits are active (assuming the form is completed correctly). If within 2 weeks we haven’t been in touch or you haven’t received confirmation email, please contact Management Accounts to ensure we have received your form. 
3 Trust Wide Financial Limits

Please read this section carefully when completing your Authorised Signatory Form.
The Trust wide financial limits have been set by the Director of Finance and are uniform throughout the Trust.  

The limits are as follows:-

a. Travel & Subsistence – The signatory will be eligible to sign routine travel & subsistence claims for staff within the relevant department. 

b. Hardship Wage Advances/Unpaid Leave – The financial limit is £500.

c. Overtime/On-Call – The signatory will be eligible to sign routine claims for staff within the relevant department. 

d. Notification of Post Details/Changes – All forms need to be authorised by the relevant budget manager and Director of service.

e. Self-Catering Petty Cash – Should this be required, a limit needs to be agreed between the relevant manager and the Care Group/Directorate Head or Deputy Directorate Head. This limit must then be put on the form.

f. Petty Cash Withdrawals – The limit is £40 per transaction.  Please note this authorisation only enables the signatory to sign one off receipts (i.e. to confirm the expenditure is legitimate). It also permits the signatory to sign client time sheets for reimbursement at a cashier’s office. Anything over £40 needs to be authorised by the Director/Deputy of Finance before you arrive at the cashiers. All petty cash signatories will automatically be authorised to sign for a maximum of £50 for Therapeutic Activities reimbursements where needed and a Therapeutic Activity financial code is provided.  
g. Non-Stock Requisitions – The usual limits are £250, £500 or £1000, and are set at the discretion of the Departmental Head or Budget Manager.  Directors and Deputy Directors of service only can sign for a maximum of £4,999. Payments With No Official Order – Such Payments are only made in exceptional circumstances and are reported to the audit committee for review. The limits are as per Non-Stock Requisitions.

h. Stock Requisitions – As Per Non-Stock Requisitions

i. Charitable Fund Purchases – For areas with charitable funds, the Manager and Deputy Manager are eligible to authorise transactions. Either the Director of Finance, Deputy Director of Finance or Treasury Accountant must countersign all charitable fund transactions. 

j. Losses and Compensations – Only Directors and their Deputies are eligible to sign these requests in accordance with the financial limits set out in Section D(v) of the Losses and Special Payments procedure.

k. Lease Cars Applications – Only Directors and Deputies are eligible to sign such requests.

l. Patients’ Private Monies – As a guide you can choose £50, £100, £200, £500, £1000 & £1000+ (limitless). However these are just a guide and you may specify any limit you feel appropriate.  
m. Petty Cash Float Holder/Relief Holder – Should you require a new float/addition to an existing float then you will need to do the following:

· Contact the Treasury Dept at Fulwood (0114) 2716751 for a float request/amendment form and guidance.

· If you are already listed on the authorised signatory database then you do not have to complete another Authorised Signatory form. However if you are not listed as a signatory then you will need to complete an ‘ASD Float Registration’ form and send it in with your float form. This is so we can create a record for you on the ASD. You can obtain this form from the Treasury Dept 2716751 or ASD Admin 2716722
Only float/relief holders are authorised to sign the petty cash reimbursement sheets.
n. Removal Expenses – The only person authorised to sign is the Chief Executive. Thus it is excluded from the common form.

In exceptional circumstances it may be necessary to agree different limits for staff members, for example an Area Manager may be allowed to sign at Directorate level to facilitate the correct running of a service.

Pharmacy Only: Should you need authorisation for JAQ orders, please contact the Finance dept for a copy of the ‘Special Agreement’ memo, which will need to be completed and attached to your authorised signatory form.
4 How to Amend Your Authorisation Limits / Name
a. If you require amendment of limits, first speak to your direct line manager. 

b. Fill out a new form indicating in the boxes provided, the reason for the form i.e additional post / amendment / name change
c. Once completed (as per section 2) send to the Management Accounts Department at Fulwood House. 

The new limits will not be effective until all forms are sent to the Management Accounts Department and updated on the Database. If you have any problems with your authorised limits, please contact management accounts who will check they have the correct/up to date information. No assumption should be made that Management Accounts have received your form and that your limits have been set up. It is your responsibility to check your form has been received. 
5 How to Delete an Authorised Signatory

If a member of staff has left or no longer requires signing authority, a letter to this effect must be sent to the ASD Administrator, SHSC Fulwood Site.
This process is very important, as not only is it an audit requirement; it allows the database to be kept up to date.

6 Distribution Procedures

a. Completed original forms are filed in the Management Accounts Department.  All old and deleted forms are also kept in Archive should they need to be referred to.

b. It is the responsibility of the relevant department to print off up to date summary signatory listings if they require a paper copy. These will be sent to the relevant manager periodically.
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