DELEGATION OF APPROVER RESPONSIBILITIES

Between

UW-Madison - Accounting Services

And

Insert Name of Delegated Individual/Delegate here
Insert Division Assigned
Under authority of both the Department of Administration and UW System Administration, UW Madison Accounting Services delegates the responsibility of approval of reimbursement claims against the State of Wisconsin to the Division and individual stated above for the following campus departments (insert department or department range here).
This agreement commences (date) and is contingent on continued compliance with the terms of the agreement. Under the delegated authority from UW Madison, the delegate may terminate the agreement as provided in Section 16.53 Wisconsin Statutes. If the delegate changes departments or divisions they must notify their respective Dean/Director’s Business Office to arrange a transfer of this agreement to another department/division. If the delegate leaves UW employment, Accounting Services must be contacted immediately as this agreement becomes null and void with any such change.

(Delegate name) agrees to comply with the following conditions as a prerequisite to signing this agreement before assuming delegated approval function over its disbursing process.

1. UW‑Madisonfillin "campus name" \d "" shall designate its approver responsibilities in compliance with this delegation agreement. These responsibilities should be separate from the responsibilities involving the authorization of purchases and the recording and reporting of disbursements.

2. (Delegate name) shall have the responsibility, authority and independence for the roles outlined in Appendix A.

3. UW Madison Accounting Services agrees to comply with the following conditions as a prerequisite to signing this agreement and delegating the approval function over UW-Madisonfillin "campus name" \d "" disbursing process: 
a. Continue to update audit programs, policies and procedures as changes are made.  

b. Maintain an email distribution list containing the names of all delegates which will be used to inform delegates of all changes with copies to divisional business representatives. 

c. The training, certification and application authorization of delegated staff will be handled timely and any changes to policy and procedures will be immediately incorporated in training.

d. Reasonable advance notice shall be given prior to any administrative post audit. Electronic accounting records and audit reports will continue to be maintained to provide accurate information on reimbursement claims.
	By:
	
	
	By:
	

	
	Delegate (Signature)
	
	
	Department (Signature)

	Print
	
	
	Print
	

	Name:
	     
	
	Name:
	     

	Date
	     
	
	Date:
	     

	By:
	
	
	By:
	

	
	Division (Signature)
	
	
	Accounting Services (Signature)

	Print
	
	
	Print
	

	Name:
	     
	
	Name:
	     

	Date:
	     
	
	Date:
	     


Approver: Delegate, Dean’s Office, Accounting Services
Appendix A – e-Reimbursement Approver Roles (Effective November 26, 2008)
The Roles of the Approver include (Note: Updates to these roles may occur over time. Approvers will receive notification of changes and updates will be posted on the e-Reimbursement Web Page) : 
1. Conduct pre-travel (if required)/pre-pay review of travel authorization and cash advances
2. Ensure e-Reimbursement receipt packet is received and retained appropriately

· Check receipts received box in the e-Reimbursement expense report summary

3. Ensure claims are business related and fit the Department/Division's mission and intent of funding source.

4. Ensure funding is available, accurate, and is appropriate given the business purpose.

5. Designate claims (if appropriate) to be paid from UW Foundation funds.

6. Conduct post travel/prepay review of any of the following transactions:
· Expense Reports (ER) with e-Reimbursement exception alerts

· ERs that incorporate a cash advance

· ERs that contain the expense type of Other Travel

· ERs that contain the expense type of Event or Hosted Meals 

· ERs submitted for/by a traveler/alternate with known issues

· ERs line item over $1000

· ERs totaling over $5000

7. For transactions requiring pre-pay review, ensure that requests or claims are in compliance with regulations and have the appropriate receipts/supporting documentation in the receipt packet, and that limits and policy exception explanations are appropriate. 
8. Change non-travel claims to reflect the appropriate account codes.
9. Ensure that USCIS (U.S. Citizenship and Immigration Services) documentation is on file prior to approving payments and notated in the non-employee profile, prior to approving transactions for non-U.S. residents.
10. Oversee that cash advances are accounted for within 30 days of trip completion. When required, submit employee checks to the auditor to reconcile the advance when funds are due back to the University.

11. Maintain supporting documentation for twice annual Value Added Tax (VAT) tax reclaim.
In addition to the duties described above: 
1. The delegate must attend Business Services training to achieve certification as an approver.

2. The delegate may not delegate responsibilities to another individual. 
3. Delegate and/or department/division shall have provisions for another delegated approver to assume responsibilities as necessary during any time of absence. 

4. The delegate shall have the authority, training and experience to enforce compliance with statutes, rules and regulations, and to require that adequate documentation is provided to support reimbursement payments. They may withhold approval of reimbursements until satisfactory explanations are obtained from employees or their designated alternates.

5. The delegate shall have complete access to all necessary documentation to support the claims entered and paid through the application. The supporting documentation shall be original and must be retained according to outlined procedures.

6. UW Madison Accounting Services shall have immediate access to all necessary documentation supporting reimbursement claims and reserves the right to conduct post audits upon reasonable notice or schedule.

7. The delegate shall upon notice implement internal control and processing recommendations from UW Madison Accounting Services.

8. UW Madison Accounting Services will request that supporting documentation for reimbursements involving international claims are submitted to Accounting Services at least twice annually for VAT reclaim. Official copies of the supporting documentation will be returned to the delegate for filing and storage when reclaim work is completed. 
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