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Alternate WorkFlow Approver
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Please forward a copy of this document to the WorkFlow Administrator, as soon as the details are known.  Fax and email (HelpFinance@usq.edu.au) are acceptable.  For Audit and Security reasons, the signed original must be forwarded to the WorkFlow Administrator.  If the original is not received within TWO DAYS of the email, the delegation will be removed from WorkFlow.

	Name of Financial Delegate:
	     
	Operator ID:
	     

	Dept IDs that financial delegation covers:
	     

	The staff member has APPROVER Financial Delegation of:$   FORMCHECKBOX 
 5K   FORMCHECKBOX 
 40K   FORMCHECKBOX 
 100K   FORMCHECKBOX 
 250K  









(select one of the above)

	The above staff member will be unable to perform their delegated Approval function for the period:

	Date from:
	  /  /    
	Date to:
	  /  /                 Inclusive

	In accordance with the University's Financial Delegation policy, the following staff member is authorised to perform the function for that period:

	Name:
	     
	Operator ID:
	     


	NOTE -  Staff holding a $5,000 Financial Delegation are required to have a supervisor with a Financial Delegation greater than $5,000 authorise this form.

	Authorised by
	       
(Name of Person Reassigning their financial delegation or their supervisor in the case of a $5000 delegate)

	Position:
	     

	Signature:
	_________________________
	Date:    /  /    


(Finance Use Only)
Actioned: ___________   Signature: ___________   Changed Back: ___________   Signature: ___________

Action:  ________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________
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