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PURPOSE:

To establish departmental policy regarding the authority to approve expenditures and/or
contracts which obligate the County's financial resources.

POLICY:

Each budget unit administrator shall have authority to approve expenditures which obligate
the County's financial resources within respective budgetary limitations. The administrator
may delegate such authority within their organization, provided the delegation is
documented and updated annually.

Signature authorization forms (i.e., paper or electronic) with required signatures shall be
filed with the respective facility and with the Auditor-Controller, as necessary. Each budget
unit administrator shall take steps to ensure that these signature authorization documents
are kept current.

An authorized electronic or an actual signature shall convey approval or authority. A
signature stamp is not acceptable.

Authorization shall be updated whenever 'there are personnel/organizational changes
affecting those employees who have been designated as authorized signers.

During the annual performance evaluation process each employee must sign Form HS-
1025, "Agreement of Understanding” (Summary and Acknowledgment of Performance
Evaluation Attachment of DHS Policies) stating that they have read DHS Policy No. 801
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and understands that they cannot approve expenditures and/or sign contracts which
obligate the County's financial resources without express written authority to do so.
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