College of Southern Idaho

Expenditure and Signature Authority – 5.14.15
Updated:  January 1, 2011

All accounts payable requests for payment, travel and purchase orders must be signed by at least two employees with the approving authority holding the position of Director, Dean or Vice President.  Expenditures and travel initiated by Vice Presidents, the Director of Human Resources, the Director of Physical Plant, the Dean of Information Technology, the Athletic Director and the Herrett Center Director are approved by the President or, at the President’s discretion, the Vice President of Administration.

All expenditures in excess of $1,000 must be requested via a purchase order.  The purchase order must be signed by the respective vice president, dean or director.  P-Cards cannot be used for capital outlay purchases without specific authorization from the Vice President of Administration or Dean of Finance.
New hire forms for full time positions must be signed by the President except for Trans IV, Refugee, IOOA and Head Start.  The President approves the hiring of the Directors for these programs.  New hire forms for employees in these programs are approved by the Vice President of Administration.  The Directors of Trans IV, Head Start, Refugee and IOOA approve the hiring of and sign timesheets for all employees in their respective departments.


The Executive Vice President/Chief Academic Officer approves the hiring of and signs timesheets for all adjunct faculty and part time employees in the instructional division.  
The Executive Vice President/Chief Academic Officer may delegate authority to the Instructional Dean/Director for the approval of hiring of and signing timesheets for all adjunct faculty and part time employees in educational departments.  The Executive Vice President/Chief Academic Officer will sign or will designate a Dean to approve and sign timesheets for employees in the Academic Development Center and Adult Basic Education.
 The Vice President of Student Services and Planning and Development approves the hiring of and signs timesheets for all part time employees in his/her respective departments.  These currently include the Library and all student service departments.
The Dean of Information Technology approves the hiring of and signs timesheets for all part time employees in the Information Technology and Computer Services departments.
The Director of Human Resources approves the hiring of and signs timesheets for all part time employees in the Human Resource Department.

The Maintenance Director approves the hiring of and signs timesheets for all part time employees in the Maintenance department.


The Athletic Director approves the hiring of and signs timesheets for all part time employees paid from the athletic funds.  Athletic employees charged to instructional accounts must be approved by the Executive Vice President/Chief Academic Officer.

The Dean of Finance approves the hiring of and signs timesheets for all part time employees in the Bookstore and Business Office.


The Vice President of Administration or Dean of Finance may sign any time sheet in the event the appropriate authority is not available.  In these cases, a copy of the timesheet will be forwarded to the appropriate authority for confirmation after the fact.

The Executive Vice President/ Chief Academic Officer is responsible for all instructional expenses.  This includes academic, professional technical, dual credit & summer school, outreach centers, adult basic education and continuing education.  The deans and directors of these departments have signature authority for expenditures initiated by their respective staffs.  Expenditures and travel initiated by the deans and directors must have the signature of the Executive Vice President/Chief Academic Officer.  All purchase orders in excess of $1,000 must be signed by the Executive Vice President/Chief Academic Officer.

The Vice President of Student Services and Planning and Development is responsible for all expenditures in his/her respective areas.  This includes planning & development, admissions, advising, the center for new directions, financial aid, student disability services, student information, library and the student success center.  The deans and directors of these departments have signature authority for expenditures initiated by their respective staffs.  Expenditures and travel initiated by the deans and directors must have the signature of the Vice President of Student Services and Planning and Development.  All purchase orders in excess of $1,000 must be signed by the vice president of Student Services and Planning and Development.

The Dean of Information Technology is responsible for expenditures relating to audio visual services, telephones, telecommunications, campus network infrastructure, help desk and institutional research.  He/she has direct signature authority over all travel and expenditures initiated in these areas.  All purchase orders initiated in this area must be signed by the Dean of Information Technology.

The Director of Physical Plant is responsible for all expenditures relating to the maintenance and repair of buildings and grounds, including outreach centers. All travel and expenditures relating to these areas must have the signature of the Director of Physical Plant.  Major remodels and some purchases are run through the Plant Facility Fund.  These expenditures are signed by both the Director of Physical Plant and the Vice President of Administration...

The Director of Human Resources is responsible for all expenditures relating to the operation of this office.  All travel and expenditures initiated in this office must have the Director of Human Resources signature.

The Herrett Center Director is responsible for all museum, museum bookstore, planetarium, observatory and special events expenditures.  All travel and expenditures initiated by the Herrett Center must have the Herrett Center Director’s signature.

The Athletic Director is responsible for all athletic department expenditures.  All travel and expenditures initiated by this department must have the Athletic Director’s signature.


Questions regarding the intent, clarification or proposed modification of this policy should be addressed to the Vice President of Administration.
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