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1. Context, Purpose and Use of Document

This guidance document is linked to the Financial Regulations.

The purpose of this document is to:

o Establish a clear and consistent framework for named Approver substitutes who have
the authority to approve spend for King’s College London in the finance system.

2. Glossary of Terms

Term Definition/Description

Named Approver A named Approver is a Unit4 (Business World) user who has the
authority to approve spend for a certain area of the university.
This is recorded against activity and cost centre codes. The
default ‘named Approver’ is the named Budget Holder for any
given area, however, a Budget Holder can delegate authority for
approving spend within Unit4 (Business World) to someone else
within their team who then becomes the named Approver.

Substitute An individual (usually within the same school / department as the
Budget Holder) that will temporarily receive Unit4 (Business
World) workflow tasks on behalf of the original recipient - as
defined in the distribution rules for a workflow process.

3. Principles
3.1 Delegating Authority

The following principles govern King’s College London’s approach to delegating authority
to a named Approver within Unit4 (Business World):

The Budget Holder can delegate authority for approving spend within Unit4 (Business
World) to someone else within their team.

By setting someone up as a ‘named Approver’ within the system, the Budget Holder can
permanently delegate their authority to spend to that person, within the parameters of
spending authorisation limits managed through the workflow.

A named Approver is a Unit4 (Business World) user who has the authority to approve
spend for a certain area of the university, e.g. Activity Code or Cost Centre.

Named Approvers should be chosen according to the spend authorisation limits set out in
the Financial Regulations (published May 2026) and it is the responsibility of Budget
Holders to ensure any delegations are appropriate.


https://www.kcl.ac.uk/policyhub/financial-regulations-2

3.2 Substitutes Guidance

A Substitute is an individual (usually within the same school / department as the Budget
Holder) that will temporarily receive Unit4 (Business World) workflow tasks on behalf of
the original named Approver - as defined in the distribution rules for a workflow process.

A Substitute is intended to be a temporary arrangement, to cover a short period of
absence.

The arrangement requires start and end dates. Substitutes can remain active for a
maximum of 7 weeks at any one time and will automatically lapse after 7 weeks if not
already ended.

If the absence is known to be longer than 7 weeks, the named Approver should be
updated instead (this can be actioned by submitting a Helix request)

The allocation of a named Substitute set up in the Approver’s profile will be reset annually:
Business World will automatically re-set them 12 months from the substitute ‘nomination
date’. This is to ensure they remain relevant and valid, through an annual reset.

The Procurement (P2P) team will manually set the date to be 12 months from nomination
date when setting up the substitute within Unit4 (Business World).

Note: raising a Helix request will ensure that P2P’s checks are completed as part of
actioning the Helix request.

There can only be one Substitute at any one time; a user cannot be set up as a Substitute
for someone who is already an active Substitute for another individual (i.e. creating a
chain).

All substitute arrangements must be signed off by the relevant Budget Holder (written
approval is required).



