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SERVICE ORDER No. 03/02
DELEGATION OF AUTHORITY 

(Abrogates and replaces Service Order No. 27 (Rev.2) of 4 November 1997)

In accordance with Article 1.1 of the Financial Regulations of the Union, the officials holding the functions specified below are authorized to take the following actions in respect of travel authorization, application for commitment to expenditure and certification of invoices.  This delegated authority cannot be sub-delegated without the prior written approval of the Secretary-General.

Requests for staff are dealt with in Service Order N°. 02/15 Corrigendum 2. 

The Finance Department will maintain up to date the list of authorized signatures.


Yoshio UTSUMI


Secretary-General

Secretary-General

General distribution
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I.
TRAVEL AUTHORIZATION

This section applies to all mission travel and travel in relation to training.

I.1
The authority and responsibility to approve travel authorizations is delegated to the following responsible officials:

	
	Responsible official for final approval
	In case of absence

	General Secretariat
	
	

	
Departments/Units reporting directly to the Secretary-General
	
	

	
SGO, Chiefs of FI, PE Departments, CEC, JUR, SPU Units, Internal Auditor and Executive Manager TELECOM


Other staff
	Secretary-General

Chiefs of Departments/Units concerned
	Deputy Secretary-General

Secretary-General

	
Departments reporting directly to the Deputy Secretary-General
	
	

	
Deputy Secretary General


Chiefs of CS, CONF, IS Departments


Other staff
	Secretary-General

Deputy Secretary-General

Chiefs of Departments concerned
	Deputy Secretary-General

Secretary-General

Deputy Secretary-General

	Radiocommunication Bureau
	
	

	Director

Chiefs of Departments

Other staff
	Secretary-General

Director

Deputy to the Director
	Deputy Secretary-General

Deputy to the Director

Director

	Telecommunication Standardization Bureau
	
	

	Director

Chiefs of Departments

Other staff
	Secretary-General

Director

Deputy to the Director
	Deputy Secretary-General

Deputy to the Director

Director

	Telecommunication Development Bureau
	
	

	Director

Chiefs of Departments

Other staff
	Secretary-General

Director

Deputy to the Director
	Deputy Secretary-General

Deputy to the Director

Director


I.2
Procedure to be followed prior to final approval

a) Visa of relevant Financial Controller1 who shall be responsible for identifying cost-centre and certifying compliance of the mission with operational plan and available financial resources.

b) Visa of Chief, Personnel and Social Protection Department1 responsible for calculating cost and certifying compliance of the mission with general rules, procedures and practices applicable to missions throughout the ITU.

c) Visa of the Chief, Finance Department1 to confirm availability of funds and certify compliance of the mission with overall efficiency policies of the Union.

____________________

1
Or the official designated in writing to carry out this responsibility.
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II.
APPLICATION FOR COMMITMENT TO EXPENDITURE AND CERTIFICATION OF INVOICES (other than travel expenses referred to in I above)

Subject to the relevant provisions of this Service Order, which prevails, the procedure for the placement of contracts for purchases, supplies, work or services is described in Service Order No. 13 and Addendum 1. 

a)
Request of the Bureau or Department/Unit

The request for a commitment to expenditure must be signed by the responsible official, who is also required to certify the invoices received, as follows. 

	
	Responsible official2

	General Secretariat
	

	Departments/Units reporting directly to the Secretary-General
	

	SGO

FI, PE Departments

CEC, JUR, SPU Units, Internal Auditor 

Telecom
	Secretary-General

Chief of Department

Chief of Unit

Executive Manager

	Departments reporting directly to the Deputy Secretary-General
	

	CS, CONF, IS Departments
	Deputy Secretary-General

	Radiocommunication Bureau 
	Director

	Telecommunication Standardization Bureau
	Director

	Telecommunication Development Bureau 
	Director


b)
For contracts above CHF 40 000, the visa of the Secretary-General must be obtained before continuing with the procedures outlined below.

Procedures to be followed in accordance with Service Order No. 13 and Addendum 1

	c)
Certification by the Finance Department of availability of funds and compliance with overall efficiency measures of the Union3
	-
	Chief of Department2

	d)
Recommendation of  the Contracts Committee, if required3
	-
	Chairman (Vice-Chairman if the Chairman is absent)

	e)
Approval for the placement of contracts
	-
	Secretary-General for contracts above CHF 40,000

Chief Finance Department for contracts between CHF 10,000 and 40,000

Chief of centralising service concerned for contracts below CHF 10,000


_______________________________

2
Or the official designated in writing to carry out this responsibility in case of absence of the responsible official.
3
See Service Order No. 13 and Addendum 1.

