Authorising Officer

The Authorising Officer must
· Be of at least Officer Grade


· Not be the same officer who had reviewed the employer overpayment to establish its validity


· For Automatic disposals created using Function OVERPAYMENT DISPOSAL

· Satisfy themselves that the disposal instructions are correct from the explanation and evidence provided


· Use Function AUTHORISE OVERPAYMENT DISPOSAL to authorise the disposal

Or where they are not satisfied that validity of the overpayment has been established


· Use Function AUTHORISE OVERPAYMENT DISPOSAL to delete the disposal instruction and pass the file and papers back to the relevant officer

· For manual disposals on form P565

· Satisfy themselves that the disposal instructions are correct from the explanation and evidence provided

Or were they are not satisfied that validity of the overpayment has been established


· Pass the file and papers back to the relevant officer

When they are satisfied that the overpayment and disposal instructions are correct take the following action

· Record the P565 consecutive number and complete the 'Authorising officer's signature' box on the form P565


· Update the employer-related electronic file 'Overpayment Disposal Instructions - Control List for forms P565'


· Issue the form P565 where the disposal instruction is

· 'Reallocate to another year'


· 'Treat as a permanent overpayment'

Or


· 'Reallocate to another'

· Pass all forms P565 where the disposal instruction is to 'Repay' along with the file and associated papers to the Repayment Security Officer (RSO)

