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SCHEME OF DELEGATION FOR: 

Blessed Sacrament Catholic Primary School

	
	Authorisation of

Orders
	Authorisation of

Invoices
	Certification of Payroll Documentation
	Authorisation of

Virement
	Acceptance of Quotes and Tenders
	Writing Off Individual Invoices / fees raised at school
	Disposal of

Assets
	Cheque

Signatories

· Bank

· (2 of 3/4 req’d)

	Governing Body


	No authority
	No authority
	No Authority
	No limit
	No limit
	No limit
	No limit
	No authority

	Headteacher


	No limit within budget
	No limit within budget
	Authorised

Includes all

overtime claims
	Up to £5000
	Up to £5000
	Up to £500
	Up to £200 Estimate
	Authorised

	  Deputy/

Assistant Head


	No limit within budget
	No limit within budget
	Authorised

Includes all

overtime claims
	No authority
	No authority
	No authority
	No authority
	Authorised

	Phase Leader


	Within budget 
	No authority
	No authority
	No authority
	No authority
	No authority
	No authority
	No authority

	Budget Holders


	Within budget
	No authority
	No authority
	No authority
	No authority
	No authority
	No authority
	No authority

	Admin Officer
	No authority
	No authority
	No authority
	No authority
	No authority
	No authority
	No authority
	Adim authority


N.B Any amendments to the above Scheme must be approved and minuted by the Finance Committee of Blessed Sacrament Catholic Primary School. 
