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Delegations Request Form


This form is used to create or update records in the Delegations Register.

Complete this form to request:
· a new delegation record
· amendments to an existing delegation record

Send your completed form to delegations@westernsydney.edu.au with evidence of written approval from the relevant Unit Head who holds a CAT6 or higher delegation.

	Delegate’s Details

	First Name
	

	Last Name
	

	Staff Number
	

	Email Address
	

	Division/Unit
	

	Position Title
	

	Delegation Details

	Reason for creating or amending record
	

	Delegate category required

	☐ CAT1A
☐ CAT1B
	☐ CAT2
☐ CAT3
	☐ CAT4
☐ CAT5
	☐ CAT6
☐ CAT7
	☐ CAT8
☐ CAT9

	Cost centres / project codes relating to the delegation
	Cost Centre/s
	Project Code/s OR All

	
	
	

	Start date
	Click to enter date

	NOTE: For CAT4 or higher delegations, the position title must be listed in the Delegate Category Table for a delegation record to be created. If the position title is not listed in the requested category, please complete the sections below. This information will be used to seek approval for amendments to be made to the Delegate Category Table and/or Delegation Schedules.

	Rationale for the position to be given the requested delegate category
	

	List of amendments to Delegation Schedules, if required (to add the position to a specific delegation function in addition to the delegate category)

Delegation Schedules can be found in the Associated Information tab of the Delegations of Authority Policy. 
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