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Delegation of Authority Policy

PURPOSE:
This Delegation of Authority policy is established to define the limits of authority designated to specified positions of responsibility within the Company and to establish the types and maximum number of obligations that may be approved by individuals. The approval of commitments and transactions outlined in this policy must always be made by the parties that have been designated the responsibility for final approval.

All employees should be aware that conduct that violates the policy set forth is always considered outside the scope of their employment. Violating the policy could significantly damage the Company and expose it to unintended legal and commercial liabilities. In addition, individuals who violate these policies are subject to appropriate disciplinary action by the Company, including possible termination of employment.

Persons who have employees reporting to them should take all necessary steps to ensure their employees know and follow the policy. In this connection, all managers should periodically consult with their staff members to determine that appropriate procedures for implementation of the policy have been developed and are being followed.

SCOPE:
This policy is applicable to CODA Cloud Limited, each of its subsidiaries, and any ventures that are controlled by the Company.

POLICY:
Compliance with the policy by each Operating Division and each Department is the responsibility of the manager of each Division/Department. 

Changes to this policy can only be approved by Chairman or Chief Executive Officer and Chief Finance Officer.























PROCEDURES:

Section 1	General

1.1 Combining Transactions
Dividing a commitment or transaction into two or more parts to evade a limit of authority is prohibited and is a violation of the policy. This policy shall be interpreted broadly so that a series of reasonably related transactions shall be considered as a single transaction for purposes of determining approval and authority levels required by this policy.

1.2 Delegation of Authority to Subordinates
It is emphasized that commitments and transactions cannot be approved by individuals having a lower level of approval authority than the specified transaction requires, except pursuant to a delegation of temporary authority.

Temporary authority may be designated whenever an individual with approval authority will be out of the office for prolonged periods. The temporary authorisation is to be in writing and specify the effective length of time and must be approved by the supervisor of the individual who is delegating authority.

1.3 Compliance Documentation
Employees executing contracts and approving transactions are required to ensure that all appropriate approvals and reviews required by this policy and CODA Cloud other policies and procedures have been obtained, and to ensure that appropriate documentation of these approvals is maintained. Appropriate documentation can take various forms, including the initialling of final contracts, approval forms, or memorandums. All contracts shall be maintained with documentation of the appropriate approvals and the original or a copy sent to the Chief Finance Officer for filing.

Section 2	Banking and Investment Matters

2.1 Borrowing Funds
Only the Chief Finance Officer is authorised to borrow funds under existing credit facilities.

2.2 Granting Liens
Approvals by (i) the CEO and (ii) the Chief Finance Officer are required in order to grant a lien on any Company asset.

2.3 New Credit Facilities/Borrowings
Approvals by (i) the Chairman and (ii) the Chief Finance Officer are required prior to entering into any new credit facility or borrowing arrangement.

2.4 Opening/Closing Bank Accounts
Only the Chief Finance Officer or his designee may open or close bank accounts.




2.5 Hedging and Derivative Transactions
The signatures of both the Chairman and the Chief Finance Officer are required to authorise any hedging/derivative transactions. 

2.6 Letters of Credit and Guarantees
Approvals by (i) the Chief Executive Officer and (ii) the Chief Finance Officer are required prior to executing any parent or other guarantee of any subsidiary, third-party obligation, or any letter of credit. Letters of Credit and Guarantees shall be interpreted broadly to include surety bonds, bid bonds, make-whole and keep-well letters and agreements and similar understandings.


2.7 Investor Relations/ External Communications
Only the Chairman, Chief Executive Officer and Chief Finance Officer is authorised to contact, disclose, or share information regarding CODA Cloud with the public, i.e. analysts, portfolio managers, or reporters.

Section 3	Expenditure Authority

3.1 Disbursement Authorisation
Commitments and transactions will not be processed that are not approved in accordance with this policy. Only when the underlying transaction, contract (including purchase order), or agreement has been properly approved and satisfactory evidence is available that the obligation is due, shall disbursement of CODA Cloud funds be permitted.

3.2 Capital Expenditures (assets costing over £500)
All capital expenditures must be approved by Chief Executive Officer and Chief Finance Officer.

3.3 Operating, General and Administrative Expenses (including purchase of stock)
Operating Expenses approval is designated as follows:

Title									Authority Level
Chief Executive Officer and Chief Finance Officer				Above £50,000
Chief Executive Officer or Chief Finance Officer				£30,000 - £49,999
Chief Operating Officer							Up to £29,999

3.4 Expense Reports
Every expense report must be approved by the Chief Finance Officer or Chief Executive Officer.

3.5 International Travel
All international travel is to be approved by the Chief Executive Officer or Chief Finance Officer.

Section 4	Sales and Marketing Authority

4.1 Sales
Sales by CODA Cloud are subject to the following approval levels:

Title									Authority Level
Chief Executive Officer and Chief Finance Officer				> £100,000
Chief Executive Officer or Chief Finance Officer or Chief Operating Officer	Up to £100,000

Where margin is less than 30%, the Chief Executive Officer or Chief Finance Officer must approve. For any approval a summary business case needs to be presented.



4.2 Standard Terms and Conditions
All sales shall be made in compliance with CODA Cloud standard terms and conditions unless the approval of the Chief Executive Officer or Chief Finance Officer is obtained. The standard terms and conditions are:

· 30% deposit with balance payable upon completion of installation for SMEs, or
· 30 days credit for Corporates


4.3 Agency Agreements
Approval of Chief Executive Officer or Chief Finance Officer is required prior to the execution of any agency agreements. 

4.4 Adding suppliers
Approval of Chief Executive Officer or Chief Finance Officer or Chief Operating Officer is required prior to adding any new suppliers. 

Section 5	Real Estate Matters

5.1 Purchases
· The Chairman must review and approve all purchases of real estate. 

5.2 Sales
· All sales of real estate must be approved by the Chairman.

5.3 Leases
All real estate and equipment leases are required to be approved by CEO and CFO. Any new lease must be minuted in the Group company board meetings.				 

Section 6	Employment Related Matters

6.1 Hiring and Firing of Employees
For the hiring and firing of employees approval is needed from Chief Executive Officer or Chief Operating Officer and Chief Finance Officer. Chief Operating Officer or Chief Finance Officer or Chief Executive Officer should be involved in the interview process.

6.2 Consulting Agreements/Contract Employees
For the engagement of a consultant approval is needed from Chief Executive Officer or Chief Operating Officer and Chief Finance Officer. Also it should be considered to ask for external legal advice to finalise the consulting agreement.

6.3 Recruiting Services
The engagement of a recruiting/search firm to assist in finding and interviewing potential candidates for employment must be approved by Chief Executive Officer or Chief Finance Officer and Chief Operating Officer. 














Section 7	Legal Matters

7.1 Warranty Claims:
Warranty Claims are subject to the following approval levels

Title									Authority Level
Chief Executive Officer and Chief Finance Officer				Above £10,000	 
Chief Operating Officer							Up to £9,999

7.2 Formation/Dissolution of New Legal Entities and Branch Offices
Only the Chairman may authorise the formation/dissolution of a new entity or branch office.

Delegation of Authority approved by:
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Phil Copperwheat
CEO									04th July 2023
CODA Cloud Limited
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The Shed, Leigh Marina, Leigh on Sea, Essex, SS9 2ES, United Kingdom
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