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(For use by delegates of $40K and over to nominate workflow alternates for period Jan – Dec)
Please return to Financial Services - Systems Section

	Alt WF Nomination Form.doc
Mar 2009
[image: image2.png]


Version 1/09


Financial Delegation holders may annually elect to nominate staff member/s to automatically assume their financial delegation in their absence.  The nominee will be used as required in the PeopleSoft Workflow system for absences of 3 days or more.  Such absences must be notified to the Systems Section of Financial Services as they occur.  On completion of this form absences can be notified via email by the Financial Delegation holder or their support staff using the helpfinance@usq.edu.au email address.  PLEASE NOTE:  If this form is not completed, the Alternate Workflow Approver form must be completed whenever the financial delegate is absent so their financial delegation can be allocated to another staff member.
Financial Delegation holders of $40,000 or above have the authority to temporarily reassign their Financial Delegation for periods of their absence without additional approval.  Financial Delegation holders of $5000 require approval from their supervisor.  As such, this form cannot be used by $5,000 Financial Delegation holders to nominate another staff member to perform the function of approver as a standing arrangement for periods of their absence.

	Period of Nomination:
	From:
	     
	To:
	     

	Dept Name:
	     

	The following staff member has an APPROVER Financial Delegation for:
	$     

	Delegate’s Name:
	     
	Operator ID:
	     

	In accordance with the University's Financial Delegation policy, the following staff members are authorised to perform the function of approver during absences of the above Financial Delegation holder.

	Alternate’s Name:
	     
	Operator ID:
	     

	Alternate’s Name:
	     
	Operator ID:
	     

	Alternate’s Name:
	     
	Operator ID:
	     


	Authorising Delegate:
	     
(Name of Financial Delegate)

	Position:
	     

	Signature:
	____________________________
	Date:       


To enable workflow to be redirected, please notify Financial Services systems help desk by email (HelpFinance@usq.edu.au) for absences of 3 days or more.
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