Guidelines for the Delegation of Authority
for Approval of Financial Expenditures
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Introduction
The purpose of this guideline is to ensure financial responsibility and accountability for
expenditures made on behalf of San José State University.

The delegation of authority for approval of financial expenditures is limited to Approving
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https://www.sjsu.edu/fabs/how-we-can-help/policies-guides/authority-to-contract-policy.php
https://calstate.policystat.com/policy/14073723/latest/



https://one.sjsu.edu/task/all/fts
https://www.sjsu.edu/fabs/services/p2p/pay/change-order.php
https://www.sjsu.edu/fabs/services/p2p/pay/direct-payment.php
https://www.sjsu.edu/fabs/how-we-can-help/policies-guides/reimbursement.php
https://www.sjsu.edu/fabs/how-we-can-help/policies-guides/reimbursement.php
https://www.sjsu.edu/fabs/services/travel/gocard.php
https://www.sjsu.edu/fabs/how-we-can-help/policies-guides/petty-cash.php
https://www.sjsu.edu/fabs/services/p2p/pay/procard.php
https://www.sjsu.edu/fabs/services/p2p/pay/requisition.php
https://www.sjsu.edu/fabs/docs/wireless_device_programs.pdf
https://www.sjsu.edu/fabs/docs/wireless_device_programs.pdf
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https://one.sjsu.edu/task/all/fts
https://www.sjsu.edu/fabs/services/travel/employee.php
https://www.sjsu.edu/fabs/services/travel/employee.php
https://www.sjsu.edu/fabs/services/travel/employee.php
https://www.sjsu.edu/fabs/services/travel/employee.php

Exclusions to the DAAFE

These following transactions involve expenses that have previously posted to our general ledger
or are internal payments between university departments. We do not apply the DAAFE policy to
these transactions.

Transaction Type Approval Process Level of Approval
Financial Transaction

Budget Transfer . Department staff granted access
Services

Financial Transaction
Expense Transfer . Department staff granted access
Services

Financial Transaction

Hospitality Payments . Department staff granted access
Services
HR Expense Financial Transaction

) ) Department staff granted access
Adjustments Services P 9

Annual Security Audit

All Financial Transaction Services approval access must be reviewed and approved by the
appropriate department head for each service group and division Finance Advisory Council
Representative on an annual basis. Additionally, access to the Financial Transaction Services is
reviewed as a part of the employee clearance process to ensure only current employees have
access to approve transactions.

Training

Approving Officials are required to complete FIN201 Finance Overview for Managers training,
prior to gaining access to approve Financial Transaction Services transactions. Enroll in a
session using the Finance and Business Services Training Request Form.

References

e For detailed information on each transaction type, please see Ways to Pay.
e [For SJSU's travel policy, refer to the Travel Guide.
e For SJSU’s hospitality policy, refer to the Hospitality Guidelines.

Please contact FinanceConnect at 4-1558 or financeconnect@sjsu.edu with any questions
regarding this guideline or the Annual Security Audit.
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https://www.sjsu.edu/fabs/how-we-can-help/journals.php
https://www.sjsu.edu/fabs/how-we-can-help/journals.php
https://www.sjsu.edu/fabs/how-we-can-help/journals.php
https://www.sjsu.edu/fabs/services/budget/lcd/hr-expense-adjustments.php
https://www.sjsu.edu/fabs/services/budget/lcd/hr-expense-adjustments.php
https://www.sjsu.edu/fabs/about/committees.php
https://www.sjsu.edu/up/resources/forms-and-documents/forms-by-unit/employee-off-boarding.php
https://docs.google.com/forms/d/e/1FAIpQLSdfva6G_Yhn1phesjfGz_NCu1O2HMB0o6aTLoWZQI_tSsrRhA/viewform
https://www.sjsu.edu/fabs/services/p2p/pay/index.php
https://docs.google.com/document/d/1u3kbCC6gYDauN4_IivVXNuYSTpz5wkEDAjHOu0uUhRI/edit?usp=sharing
https://www.sjsu.edu/fabs/docs/hospitality_guidelines.pdf
mailto:financeconnect@sjsu.edu
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