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[bookmark: _Hlk214363521]Schedule of delegated authority 2025/26 and until revised by Presbytery

[bookmark: _Hlk214363717][bookmark: _GoBack]The control and use of Presbytery funds is vested in the Business Committee and is delegated in accordance with this schedule which records both the delegated authority to commit Presbytery funds, e.g. to order goods or instruct services on behalf of the Presbytery (part I); and the authority to effect payment from Presbytery funds (part II).   The delegation of authority to individuals should be accompanied by early and transparent communication with other interested parties, promoting a collaborative approach and avoiding unwelcome surprises.  

Part I – Ordering goods/instructing services

The Presbytery delegates to each of its Standing Committees, via the Business Committee, acting through their respective Committee Conveners, or their nominated alternate, the authority to commit expenditure on behalf of Presbytery for the purposes of and up to the limits set out in the approved annual budget for the year.  Any such expenditure committed on behalf of the Presbytery should comply with the Presbytery’s procurement and anti-bribery policies and with the sustainability guidelines established by Presbytery.  See Delegated Level of Authority Matrix – Appendix 1

Additionally:
· Any individual commitment of expenditure more than £1,000 (for example, significant asset purchase or revenue expenditure requested by a standing committee) also requires the prior approval by a Presbytery Clerk and Convener of Business Committee on behalf of Presbytery. The Presbytery Treasurer must be informed of any such authorisation.  
· Notwithstanding the limits set out in the budget, the Presbtery Property and Finance Convener, or in their absence, any of their nominated alternate, the Presbytery Clerk or Business Convener, the Presbytery Treasurer may in an emergency commit expenditure of up to £1,500 where this is reasonably required to ensure the safety or security of, or to prevent damage to, Presbytery property.  The Presbytery Treasurer must be informed of any such authorisation: 
· Provided that an appropriate contract is in place, items of expenditure of up to £500 which are directly required for proper conduct of Presbytery business (for example, services arranged for maintenance of Presbytery equipment, or printing supplies or other professional services or consumables) may be committed by a member of the Presbytery Administration Team dealing with such third party.   
· No Standing Committee Convener should commit to expenditure without ensuring that sufficient ‘funds’ are available within their budget. If there is insufficient headroom in their budget to meet the expected expenditure, they shall present a costed submission to the Presbytery Treasurer and Presbytery Clerk for inclusion in the next Presbytery meeting who will be asked to approve the increase in budget.

Part II – Effecting payment from church funds 

Invoices for expenses incurred on behalf of the Presbytery may be presented together with evidence of approval for payment (email or signature) to the Presbytery Treasurer.  

Alternatively, wholly, and necessarily required Presbytery expenses may be paid privately and reimbursed on presentation of an expense claim form and accompanying receipts which has been approved by the relevant Standing Committee Convener.  No individual should approve their own expenses claim. The approval of any expense claim must the next level up






APPENDIX 1 – Delegated Level of Authority Matrix

	Transaction Stage
	Notes
	Presbytery

	Business Committee
Convener 
	Presbytery Clerk 
(per individual if depute in place) 
	Presbytery Treasurer 

	Standing Committee
Convener
(or alternate if nominated)
	Delegated Office Staff
	Administrator

	Procurement or invoice approval
	
	
	
	
	
	
	
	

	Contract award or acceptance of project cost if single source
	1
	Unlimited
	
	Signature only if award or acceptance has been approved by Presbytery
	
	
	
	

	Approval of Annual Budget incl. all team Budget limits
	2
	Unlimited
	
	
	
	
	
	

	Purchase or Service order approval for items or services within their budget
	3
	
	
	>£1,000 in combination with Standing Committee Convener
	Must be notified if >£1,000
	<£1,000, if >£1,000 requires Presbytery Clerk also to approve
	
	

	Emergency Expenditure for HSE*
	4
	
	=/<£1,500
	=/<£1,500
	=/<£1,500
	
	
	

	Wholly necessary revenue expense
	5
	
	
	
	>£500
	
	=/< £500
	=/<£500

	Write off unrecoverable receivables if recorded
	6
	Unlimited
	
	
	
	
	
	

	Authorising payment run of approved invoices or expenses
	7
	
	
	
	Approval of payment run for total of approved invoices or expenses
	
	(i) Preparation of payment run, (ii) run, when approved
	

	Approval of all other levels of expense out with budget =/<£5,000
	8
	Presbytery notified at next Presbytery meeting
	Business Committee Convener plus (a), (b), (c)
	(a)
	(b)
	(c)
	
	


Notes:
1. Expected to be only used for major capital works or major refurbishments
2. Required budget submission no later than 31 March 
3. Assumes that each Standing Committee will have a budget and reporting by Presbytery Treasurer will be against each budget approved by Presbytery.
4. Emergency expenditure is assumed to be such items as damage from storms, ingress of water, electrical failure break-ins, vandalism etc
5. Where a contract exists and requires ‘bought-in’ services/supplies
6. Where a receivable is recorded in the books, such as a rebilled expense, but the amount outstanding cannot be recovered without costs exceeding the remaining outstanding balance
7. Dual authority via electronic banking system should be in use.
8. Used to simplify large expenditure that is necessary but not large enough to convene Presbytery for approval
September 2025
September 2025
