Annex E – Delegations of Authority


ANNEX E
DELEGATIONS OF AUTHORITY

DATE

MEMORANDUM

TO:

FROM:

SUBJECT:
Delegation of Authority

______________________________________________________________________________

Pursuant to Section___________, the authority to take actions listed below is hereby delegated to you in your respective position in the Communications Center to the incumbents of the positions designated herein.  This delegation is effective as of (date).  

ALL AUTHORITY HEREBY DELEGATED SHALL BE EXERCISED IN ACCORDANCE WITH APPLICABLE LAWS, RULES, ADMINISTRATIVE DIRECTIVES, AND BUDGET ALLOCATIONS.  THIS AUTHORITY CANNOT BE RE-DELEGATED.

· List tasks to be covered in this delegation and to whom those delegations will be made:

· Travel authorization 

· Leave authorization 

· Purchase requisitions/spending authority 

· Execution of Contractual agreements 

· Other tasks 

__________________________________________

Signature of [INSERT POSITION TITLE], [INSERT POSITION TITLE], or other appropriate authority
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