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Delegation of Authority and Signature Authorization 

I. Purpose 
The purpose of this policy is to define the procedures for the delegation of authority and signature 
authorization at Dyersburg State Community College (DSCC).    

II. Scope 
This policy applies when exercising the delegation of authority and signature authorization for any 
transaction that could create a financial liability for the institution.  Examples include, but are not limited 
to, the signing of contracts, purchase orders, memorandums of agreement and travel authorizations, and 
other decisions requiring the signature of the employee delegating the authority. The policy applies to 
delegations of authority and signature authorizations involving transactions, agreements, approvals, or 
other actions that may create a financial, legal, or contractual obligation for the College.   

III. Policy 
Delegations/authorizations must be in writing with the level of authority, period of authority and any 
restrictions on authority clearly noted.  Delegations should be given to personnel directly reporting to the 
official holding the authority or an employee holding equivalent rank.  For example, a President may 
delegate authority to a Vice President.  A Vice President may delegate authority to a dean/director or 
another Vice President.  Personnel with delegated authority should be qualified to perform the necessary 
functions through training and experience. The person making the delegation is responsible for ensuring 
that the person for which authority is delegated is qualified and understands the application of the 
authority. The ramifications of exceeding or misapplying one’s delegated authority should be clearly 
understood and uniformly enforced.  A designee may not further delegate or transfer delegated authority 
unless such re-delegation is expressly authorized in writing by the original delegator and permitted by 
applicable law and policy.  If the delegate is not available to approve the transfer of delegation, the 
President may approve. 

IV. Compliance 
All faculty and staff must adhere to this policy.   A Delegation Form must be completed each time the 
signature authority is delegated and kept on file.  Actions taken outside the scope of delegated authority 
may be invalid, may be returned or rejected, and may result in suspension or revocation of the delegation 
and corrective or disciplinary action consistent with applicable College and TBR policies. 

V. Definitions 
Delegation Form:   A written assignment by an authorized official permitting another employee to 
exercise specified decision-making or approval authority on the officials behalf.  The documents is 
completed by the Delegator and signed by the Delegator, the President, and the Designee to assign 
signatory authority. The form should include the type of documents that can be signed by the designee. 



 
Signature Authorization: Written authorization permitting an employee to sign and execute specified 
documents or transactions after all required reviews and approvals have occurred.  
Delegator: The official who holds and delegates the authority. 
 
Designee: The employee who receives the delegated authority. 

VI. Revision History 
Policy created July 2012; approved by Administrative Council on 07/27/2012. Revisions approved by 
Administrative Council on 9/24/2026. 
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