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INTRODUCTION

The Standing Rock Sioux Tribe Financial Management Policies and Procedures Manual was developed to
provide uniform guidelinesfor the Tribe's financial management activities. This manual was originally adopted
in 1983 by the Tribal Council under Resotution Number 170-83. Since then, policies in the Manual have been
modified by Council Resolution only once, to add new provisions to the Financial Management Policies. With
the adoption of the current revision of the entire Manual, the Tribal Council reaffirms its support for and
insistence upon a strong system of financial managementfor the Tribe. The Financial Management Policies and
Procedures Manual carriss the full weight of the Councif’s authority and is to be fully complied with by all Tribel
Councll members, Tribal officials, and Tribal employees. In some cases this may require change from current
practices.

NATURE OF THE REVISIONS TO THE MANUAL

The original manual was created with one overiding purpose: To bring central accounting and financial
management control over the financial activities of the Tribe.

To this end, the Financial Management Policies and Procedures Manual concentrated on the description of
policies and proceduresfrom the point of view of the Finance Office, and the responsibilities of that Office and
staff in establishing sound accounting and financial management practices and systems. The success of this
endsavor over the years has been proven in the positive results of financial and performance audits conducted
by external auditors and by federal agencies. Indeed, the Tribe's adherence to the concepts and practices
contained in the Manual has been credited as the single factor supporting recognition of the Tribe's ability to
independently manage its own financial affairs.

In preparing to complete the revision of the Manual, the Management Review Committee responsible for
overseeing the revision effort, determined that the orientation of the Manual should be altered to promote a
greater degree of responsibility for financial management at the program and department levels. This shift in
perspective recognizes that further improvemnents in the Tribe's financlal management practices can best be
achieved by broadening the responsibility for compliance directly to the level of the Program Directors and
Department Supervisors, since the financial decisions relsted to programs and departments are made at that
level, often prior to review by the Finance Office. The following changes were made:

1. Format of the Manual was revised to promote better understanding of the prescribed policies
and procedures. The format changes included:

) Using a revised method of presentation of procedures and forms instructions which
includes flowcharts to graphically demonstrate the main flows of documents and tasks,
and summeries of procedures and forms to provide quick reference on the content of
each procedure and form instruction.

. Using additional graphics such as tables, bold-faced text, and a revised typeface to
improve the visual presentation of the Manual material.

. Using a new summary section to highlight program financial management
responsibilities.
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2. Content of the policies and procedures was altered to highlight the role of the Program and
Department staff and management in complying with the financial management policies and
procedures. Key content changes were:

. The Responsibilityfor Compliance section of the policies has been changedto be more
specific about the assigned responsibilities. The Committee felt the lack of compliance
with certain policies was because there wes no pinpointing of responsibility in the
original manual. In most cases, the assigned responsibility is now with the Program
Directors and Department Supervisors, and enforcement will be tightened by linking
compliance with the Personnei Code.

] Content of policies has been modified to place greater responsibility on the Program
Directors and Department Supervisors at the point of the initial management declisions
that lead to the financial transaction: Eg., emphasis is placed on the control of the
*purchase decision® rather than simply on the processing of the purchase document.

. Content of procedures has been expanded to cover the issues and activities at the

- program and -department level.prior to submisslon of the documents to the Finance

Office. In some. cases, processing has been streamiined by efiminating excess
document preparation at the program/department and Finance Office levels.

. Established practices which underminethe Finance Office’s ability to function smoothly,
-- -suchrasTeliance onm-excessivenumbersof "emergency” checks, have been eliminated.

The body of policies and procedures contained in the original Manual has been retained and used as the basis
for the content of the revised manual. Nonetheless, the revisions to the Manual are extensive and will require
that all Tribal managers and administrative staff become familiar with the new policies and procedures,
particularty as the emphasis on compliance has shifted from the Finance Office to the programs and
departments.

STRUCTURE OF MANUAL

For ease of reference, the Financial Management Policies and Procedures Manual has been divided into five
sections. Each section is referenced by a roman numeral (1, If, lll, IV, and V) as shown on the Table of Contents.
The following describes each section and its contents.

SECTION | - FINANGIAL MANAGEMENT POLICIES

The first section of the manual contains financial management policies that provide the overall direction for
financial managementactivities as adopted by the Tribal Councll. Policies are statements that define what must
be done as opposed to the procedures, which describe how the particular activity is to be accomplished. As
noted in Policy IWJ-23, financial management policies may only be changed by action of the Tribal Council.
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Policies have been developadin ten broad categories that describe difierent parts of the financlal management
process. Each policy is formatted to present the following information:

® Policy Objectives - These define what the Tribe is seeking to accomplish within each policy
area.

. Specific Policy Statements - individual statements of policy are described and numbered for
ease of reference. For example, the policy for Purchasing is numbered I-A. Individual poiicy
statements within that policy are numbered from 1 through 11. Thus, a specffic statement
would be referred to as FA-1, A6, stc. A policy statement indicates the rule to be followed

in a particular activity.

» ' Responsibilty For Compliance - The individuals responsible for making sure the particutar
& policies are followed are identified at the end of each policy. This assignment of responsibliity
means that the individuals listed will be held accountable for following the requirements of the
policy in the exercise of their official duties, and for monitoring the financial management
process to make certain that the policy is complied with by all individuais under their
T supenvision. This subsection of the policies describes the Tribal Council position on the

" accountability for enforcing policy.

In addition to the actual policies, Section| contains a matrix that shows the policy statements within each palicy
and the indmduais whose actions are in soms way directed by the policy. This matrix will provide an initial
guide for the Teéader of the Manual regarding the policies and procedures which they must be famillar with.

SECTION i - TRIBAL FINANCE OFRCE ORGANIZATION STRUCTURE

Section I contains information describing the organization structure of the Tribal Finance Office. With the
revision of the Manual, certain organizational changes will be made to improve the functioningof some financial
management activities. These include transfer of the Property and Supply Section back to the Finance Office
as the Property Controt Unit, and efimination of activities such as preparation of "Quick Checks" and vouchers
at the Finance Office. Other changes that have already been made, such as transfer of the Student Loan
function to the Education Department and initiation of a daily payment processing cycls, have been recognized
in the rewrite of the Manual.

This section of the manual may be changed by the Finance Officer with appropriate approvals.

SECTION Il - ANANCIAL. MANAGEMENT PROCEDURES

Section il is the section that will be most referenced because it contains very precise descriptions of the
financlal management procedures that are to be followed in processing any financial transactions. As with
financial management policles, procedures are divided into general groupings that closely match the policy
statements. Six such groupings of procedures were developed in the original Manual, and these have been
retained in the revision.
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The reference of financial management procedures follows a method that is similar to that used for policies:

U All procedurereference numbersstart with the roman numerallli, followed by a letter (A through
F) which indicates the general grouping of procedures. For exampie, HI-A refers to procedures
in the General Accountting area; lIl-B refers to Payroll procedures.

. Within each procedure area, individual procedures are then referenced by a number (1.0, 2.0,
etc)). Example, I-A-1.0 refers to the Purchasing procedures.

. As additional pracedures are required, these are further divided by use of a decimal (1.1, 1.2,
13, etc).

An example of a full raference would be: H-A-1.1. This indicates the spedific procedure for Purchase of Goods

or Services (1.1), which is a detsiled procadura within Purchasing (1.0), within the procedure area, General
Accounting (A).

Each procedure is presented on a separate set of forms. Procedure pages are referenced by procedure
number, and titled in the "Subject” area of the heading according to the procedures in which it is contained.
For example, the heading for Procedure lli-A-1.1 is:

GENERAL ACCOUNTING: PURCHASING
Purchase of Goods or Services

Each procedure contains a cover summary, a flowchart, description of the specific procedure steps, form
instructions for any forms used in the procedure, and a copy of the forms described.

. The procedure cover summary provides a brief description of the purpose of the procedure,a

reference to the specific policy requirements, and a listing of the forms to be used in the
procedure.

° Proceduresare detalled descriptions of specific activities and processesto be followed. These
are presentedin graphic format on the flowchart, and in descriptive form as specific procedure

steps to be taken. For each step, the person or office responsible for performing the step is
shown.

. Forms used in the procedures are referenced within procedures using the procedure number
followed by a letter, such as llFA-1.1a. Forms are presented in three formats: A cover
summasy that describes the form, its parts and distribution, when it is to be used, and the
approvals required, a copy of the form with each line on the form coded with a number, and
form instructions for each line of the form coded with the number which corresponds to the
number assigned on the form.

Procedures may be modified, as needed, by the Finance Officer with approval of the Tribal Chairman and
concurrence of the Judicial Committee.
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SECTION IV - PROGRAM FINANCIAL MANAGEMENT GUIDELINES

This is a new section of the Financial Management Policies and Procedures Manual that contains quick
references for Programn Directors and staff to highlight responsibiiities, procedures to be followed, records and
files to be maintained, and reporting. The actual responsibiliiesand requirementsare contained in the policies
and procedures contained in sections | and lll. This section provides supplemental information and may be
expanded in the future as needed to provide more specific information and guidance to programs.

SECTION V - APPENDICES

The final section of the manual is reserved for presenting items of general reference, such as the Chart of
Accounts and-descriptions of financial reports. This section may be changed by the Finance Officer as needed.

INSTRUCTIONS FOR UPDATE
Policy J-22 through InJ-25 describes the process and responsibility for maintenance of the manuals. It is very
important that these manuals be kept up-to-date if they are to continue to be used as the official guideline for
Tribal Financial Management activities.

The heading for Policies and Procedures contains two dates: Dale Issuedand Date Revised. The Date Issued
box will contein the date the policy or procedure was originally issued. In most cases this date will be "5-18-83".
As changes are made to either policies or procedures, the date of revision shouid be shown in the Date Revised
box. Because the entire manual has been revised, this box will show *10-1-84" as of the date of this revision.

Theentire Financial ManagementPalicies and ProceduresManual is being retained on word processingdiskettes
{(WordPerfect version 5.1) to facilitate revision. Whenever it becomes necessaryto change any segment of the
manual, the pages to be revised should be marked to show the changesto be made, and the revised pages sent
to the Finance Officer and the Administrative Officer for review. They will approve the change and the
Administrative Officer will make the revisions to the originals for distribution. New policies or procedures which
are in addition to those in the manual should be written up following the format used in the manual, and also
sent to the Administrative Officer for adding to the files and preparation of the originals.

DISTRIBUTION
The Finance Officer is responsibie for making distribution of the updates/revisions. Each holder of the manual
is responsible for removing revised pages and inserting new pages. Once a revision has been issued, the

changed policy or procedure must be followed as of the Date of Revision.

When ravisions or new originals have been developed by the Administrative Officer, these should be duplicated
and sent to all holders of the manual with a cover letter which contains the following:
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L Description of the pages being sent.
] Description of the pages being revised.

. Instructionsto the holder of the Manual to remove the revised pages and to insertthe new page
in the appropriate section of the Manual.

The official copy of the Financial Management Policies and Procedures Manual is to be retained by the Finance
Officer. Copies of the manual will be provided to the following, and others as deemed appropriate by the
Finance Officer. The Finance Officer will maintain a fist of all persons to whom a manual has been issued.

] Each member of the Tribal Council - one copy.

» Each Tribal Officer - one copy.

. Each Program Director/Department Supervisor - one copy.

L Each staff person in the Finance Office - one copy.

. Bureau of Indian Affairs and other appropriate federal offices.

Holiders of the manual will be responsibie for keeping the manual current and for leaving their copy with the
Finance Office should they leave office or emplayrnent.
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INTRODUCTION AND MATRIX OF RESPONSIBILITIES

The Financial Management Policies contained in this section were adopted by the Tribal Council after review by
the Management Review Committee and the Council’s Judicial Committee. As noted in the introduction to the
Manual, policies are adopted by Council Resolution and may only be changed by action of the Tribal Council.
The policies are the rules which must be followed, and they set the direction for developmentof the procedures
contained in this Manual.

SUMMARY OF CHANGES TO POLICIES

Because the statements of policy establish the Tribal Council's position on financlal management practices for
the Tribe, it is most important that the changes that were made to the original policies in this revision of the
Manual be fully understood. Some changes which relate to msthods of operation, such as processing of checks
and payrolis, came about over time as result of changing conditions in the operation of the Tribe. Other
changes, such as the additions of salary loans and regulation of travel advances, were adopted by Councll
resolution as new benefits provided to Tribal employees. Still other changes, such as the shifting of
responsibility of compliance to the Program Directors and Department Supervisors and the shifting of property
control responsibility to the Finance Office, have come about in responseto expressed need to further tighten
financial management controls. The following are brief descriptions of the changes to the various policies that
have been adopted.

Policy I-A, Purchasing:

A General: This policy was originally titted, Accounts P le and P ing. Although it contained
policy statements related to payments of Invoices, most of the statements related to the control of
purchasing. The change to this policy emphasizes approval of purchases before they are made, and
compliance with budget limits. Purchasing control is to be exercised by requirement of an approved
purchase order for all purchases, with the purchase order to be prepared by the programs and
departments, with review of the purchase orders to be made by the Finance Office. Primary
responsibliiity for compliance is placed on Program Directors and Department Supervisors, with
disregard of policy to be tied to disciplinary actions under the Personnei Code.

B. Summary of Changes to Individual Statements:

1. This policy now requires all purchases, including purchases of consulting services, be made
only after approval of a purchase order.

2. The biggest conceptual changes in this policy area are:

a. Purchase Orders are now to be prepared by the Programs and only reviewed by
Finance. The Purchase Order would replace the old Purchase Requisition.

b. The Finance review Is strengthenedto specifically require review for budget.

c. Tribal Chairman approval of Purchase Orders is required only for purchases above
$5,000, and for all purchases of equipmentand consulting services.
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d. Bid levels have been updated to new GSA rates.

e. Payment of invoices which do not referencaan approved purchase order is prohibited.
This places responsibiiity on the Program Managers to prepare and obtain approval of
a purchase order before the purchase can be made.

1. Basic policy requiring review of work on consulting contracts for compliance is
strengthened by designatinga committee to perform the reviews.

Policy 1B, Cash Disbursements:

A

General: This policy has been the most abused and thus the most changed in practice. Originatly, the
policy established biweekly payment cycles for payments, then listed exceptions to these cyclic
payments. Since the exceptions became the rule, the payment cycle was changed to twice-daily to
reflect the current practice. Changesto the policy reflect this cycle and emphasize enforcement of the

cycle.

Summary of Changes to Individual Statements:

1.

The.use of vouchers will no longer be required (although this practice was never includedin the
policies), since the use of vouchers has served no real control purpose, and been criticized for
being performed after the fact.

The payment cycle has been changedto reflect the twice-daily processingscheduleestablished
by order of the Tribal Chairman and Finance Officer.

The payment processing exceptions have been deleted, given the new processing policy,
specifically eliminating the "quick check" and “"emergency* check processing.

Policy I-C, Travel:

A

General: Changes proposed to this policy are related to the enforcement of Council policy on
advances, and to enforce submission of travel documentation.

Summary of Changes to Individual Statements:

1.

Changes to policies include placing an 80% limitation on the amount of travel advances, and
limiting the number of cutstandingadvances at any one time, in accordance with Council policy.
Ofi-reservation travel must be approved in advance.

Travel advances will only be given after approval of the Travel Authorization. Given the new

dally payment policy, the new policy prohiblts requesting immediate manual checks for
advances.




STANDING ROCK SIOUX TRIBE 10-1-
FINANCIAL MANAGEMENT 0-1-94 HNT
POLICIES [T DATE REVISED: PAGE WO.:
10-1-94 3
SUBJECY:
INTRODUCTION AND MATRIX OF RESPONSIBILITIES
3. On-reservation trave! reimbursementswill be paid semi-monthly rather than monthty.

4. Travel expense reports are to be submitted within 5§ working days of the last day of travel.
Travel advances will be deducted from pay checks if the reports are not turned in on time.

Policy +-D, Accounts Receivable/Receipting:

A

General: Changes to this policy are minor and mostly related to placing proper responsibility for
management of cutstandingreceivables. Requirementsfor depositof collections with the Finance Office
have been tightened from weekly to daily.

Policy I-E, Pr_gpeny (Fixed Assets):

A

General: This function has been criticized heavily in audits. Changes adopted in this policy place
responsibility at the program {evel for maintenance of accurate property records and for control of the
physical property. The Property Control Unit has been transferred back to the Finance Office to provide
central oversight on the maintenance of property records.

" Summary of Changes to Individual Statements:
} b

1. The primary change is transferring the requirement for maintenance of property records to the
programs, so each program can account for ®s own assets. This change includes a
requirementthat a semi-annual physical inventory be taken by Programs, with submission of
adjustmentsto the Finance Office, and reconcliliation of program records to the central records
In Finance.

2. Approval of disposal of assets changed from the Council to the Chairman.

3. The Property Control Unit Is transferred to Finance, to require central records for all property
at the Finance Office except land records which are now kept by the BIA.

Policy -F, Payroll:

A

General: Problems in the payroll area have been related to non-compliance with established policies
and procedures for hiring, submission of proper documents, submission of time sheets, and requests
for advances. The adopted changes strengthenthe payroll processing controls by placing responsibility
on the Programs and departments for timely submission of the hiring documents and time and
attendance documentation for payroll.

Summary of Changes to individual Statements:

1, Processing changes have been made to refiect the new payroll system and to emphasize
advance submission of hiring and payment documentation by the Program Directors and
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Department Supervisors. Changes include:

a Time for submission of time sheets moved from 4:30PM to 10:00AM, and a penalty is
imposed for failure to submit the time sheets on time.

Issue of payments outside of the normal payment cycle is restricted to advances and
loans, per new Council Resolution.

The new Tribal Council policy on salary loans is incorporated with two changes:
a Loan limits for both Council members and employees are set at $500.

b. The number of loans per fiscal year is limitad to four.

3. Policy regarding benefits and compensation of overtime and compensatorytime have been
updated to reflect changes in the Personnel policies.

Policy I-G, Contracts Accounting:

A General: Changes proposed to this policy reflect the addition of the Contract Officer to the Tribal
organization, and an increased emphasison the planningand control of program contracts and budgets
by Program Directors.

B.  Summary of Changesto individual Statements:

1. Responsibility for coordination of contract requests and budgets is changed from the
Administrative Officer to the Contract Officer. The responsibility for development of budget
estimates for grant and contract proposals and for indirect cost proposal purposes, and for
managing of grant or contract budget expendituresis placed on the Program Directors.

2. The Budget Requests process is changed to establish set advance dates for completion of
requests and for processing through the Contract Officer. Responsibility for submission of
budget estimates for indirect costs to Finance is placed on the Programs.

3. To provide for tighter controi of budgets and modifications, Programs are to establish internal
financial records which are reconciled to Finance, and to manage expenditures within the set
budget limits.

Palicy I-H, Credit:

A. General: Minor changes made to this policy to delete education loans as a Finance Office program.
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Policy H, Data Processing:

A. General: This policy changed to reflact a different focus on the development of data processing
systems. Under the original policy, the intent was to encourage setting up a centrally-controlled data
processing facllity for the Tribe. This has changed with technology, but there is still need to plan the
purchase of computers and software, because of their high cost and potential for under-use.

Policy HJ, Financial Management: This palicy is unchanged.

MATRIX OF RESPONSIBILITIES

- Asca further.ald to understanding the Financial Management Policies and thelr effacts on the direction of the

activities of Tribal officers, management, and employees, the following Matrix of Responsibiiities has been
developed. The matrix lists the policies and policy statements and identifies the individuals or entities that are
affected by the individual policy statements. This matrix provides a ready guide for access to the policies and

their requirements.
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PURCHASING

POLICY OBJECTIVES

L To control expenditures by obtaining the lowest cost (with satisfactory quality) and by not aliowing
expenditures to exceed budgeted amounts,

. To make the purchasing process more efficient for Program Directors and Supervisors who have the
ultimate responsibilityto ensure that ali program purchasesare in compliance with federal, state, or local
contract requirements as they apply and with Tribal policies.

| . To include control elements necessary to properly account for purchasing transactions and safeguard
| Tribal assets.

SPECIRC POLICY STATEMENTS

PURCHASE APPROVALS

1. All purchases Including purchases of consulting services will be made only after approval of a purchase
order.

2. Purchase orders will be reviewed and processedin the Finance Office within three businessdays after
recéipt. Finance Office approvals will include review by the assigned Contract Representativeto ensure
thatsuificlent budget is avallable for the purchase.

3. All purchase orders will require the approval of the Finance Officer. For purchases above $5,000 and
for all purchases of equipmentand consulting services, the purchase order must also be approved by
the Tribal Chairman.

4. Purchases that exceed budget will not be allowed.

5. Purchase of any item (or group of items) of equipmentand other bulk items will require bids as follows,
unless they are determined to be sole source items. Emergency purchases authorized by the Tribal
Chairman will not require advertising.

. $1,000-$2,500- telephone blds required.
. $2,501-$5,000- written bids required.
. Over $5,000 - advertising for written bids required.

6. Purchases of used equipment or fadures with a value in excess of $1,000 will be supported by a
documented appraisal.

7. Invoices received for payment which do not reference an approved purchase order will not be paid.
The Finance Office will formally notify vendors of this policy at least annually.
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CONSULTING CONTRACTS

Consulting services will be purchased only if the required skills cannot be provided by Tribal staff. All
consulting contracts must first be reviewed by the Contract Officer to assure that requirements for work
products and reporting are contained in the contract.

Consuiting services for over 30 days require the approval of the Tribal Council. Purchase of consulting
services for less than 30 days will not require Council approval but must comply with all applicable
federal, state, local, or private contract provisions, as well as Tribal policy.

Payment for consulting services will be made only upon acceptance of the consultant’s interim work
product or report or final work product and report. Billings must be accompanied by documentation
supporting services performed and costs incurred.

Alt contracts must be reviewed for compliance on an on-going basis. Periodic reviews for compliance
will be compieted by a committee consisting of the Administrative Officer, the Contract Officer, the
Contract Representative assigned to each contract, and the respective Program Director.

RESPONSIBILITY FOR COMPLIANCE

All purchases of goods or services must be made in compliance with this policy. Program Directors and

- Supervisorswill be responsiblefor assuring that all.purchasesare in.compliancs,- Continuous disregard of the

policies will be dealit with by the Tribal Chairman and will be grounds for disciplinary action as provided in the
Personnel Code.

oty
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SUBJECT:
CASH DISBURSEMENTS

POLICY OBJECTIVES

. To provide accurate and timely generation of checks (based on sound cash management practices) for
valid, authorized expenditures.

. To make the cash disbursement function more efficient for the Finance Office which has the ultimate
responsibilityto ensurethat all cash disbursementsare in the best interest of the Tribe and comply with
Tribat policy and funding agency regulations.

. To include control elements necessary to properly safeguard the cash of the Tribs.

SPECIFIC POUICY STATEMENTS
ISSUANCE OF CHECKS
1. All disbursements must be made by check.
2. Non-payroii checks will be processed and distributed (or mailed) twice daily, by 11:30AM and 4:00PM.
All requests for non-payroll checks must be submitted to the Finance Office according to the following
dally cutoff schedule (morning and afternoon deadlines for submission of requests for payment):

a Requests for payment must be received in the Finance Office by 10:00AM, for checks to be
distributed by 11:30AM.

b. Requests for payment must be received in the Finance Office by 2:30PM, for checks to be
distributed by 4:00PM.

3. No check will be processed unless the expenditure is in compliance with Purchasing policies.
4. All checks must be signed by the Tribal Chairman and Finance Officer.
VENDOR INVOICES

5. Invoices not supported by the required approved purchasel order will not be paid. When such an
involce is received, the Finance Officer will immediately send a formal letter to the vendor notifying them
that the purchase was not authorized and will not be paid.

6. The person receiving the goods must show which goods were received in satistactory condition, on the
recelving copies of the purchase order. The completed recelving copy must be signed by the person
recelving the goods, and submitted to the Finance Office immediately after the goods or services are
received.

7. Payments will be made for specific invoices only. Payment of a monthly statement without identification
of specific invoices is prohibited.
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CASH DISBURSEMENTS

10.
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12.

. All vendor invoices should be sent directly to the Finance Office. Invoices recelved by the purchaser

must be signed by the person receiving the goods and forwarded to the Finance Office.
No invoice will be paid without adequate proot of receipt or performance.
No personal telephonecalls are aliowed. Billings for telephane charges must be certified to be directly
related to program objectives, and must be approved by Program Directors or Supervisors and
forwarded to the Finance Office within 10 days after the bilfing Is received. Program directors and
Supervisors will be held accountable for abuse of this policy.

CASH ACCOUNTS
All transfers of cash between fund and/or cash accounts must be approved by the Finance Officer.

All Tribal cash accounts will be reconciied by the fifteenth (15th) of the month. The Finance Officer will
review all cash account reconcikations.

RESPONSIBILITY FOR COMPLIANCE

The Finance Oficer will be responsible for ensuring compliance with this policy, and will report to the Tribal
Chairman any repeated violations of policies.
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TRAVEL POLICIES

POLICY OBJECTIVES

To provide Standing Rock Sioux Tribe (the “Tribe”) employees, management, contractors, and Tribal
Council members specific procedures with regard to work-related travel, mileage, and expense
reimbursement including:

o Controlling travel expenditures by ensuring that the travel purpose is consistent with program
objectives and the mission of the Tribe, and by not allowing travel expenditures to exceed
budgeted amounts;

e Assisting the accounting and reimbursement process for travel expenditures more efficiently
for Program Directors who have the ultimate responsibility to ensure compliance with travel
policies; and,

¢ Providing control elements necessary to properly authorize, account for and document travel
expenses in order to comply with federal regulations and Tribal policies.

e To control travel expenditures by ensuirng that the travel purpose is consistent with
program objectives and by now allowing travel expenditures to excedd budgeted
amounts.

¢ To make accounting and reimbursement travel more efficient for Program Directors
and Supervisor who have the ultimate responsibility to ensure their respective
program’s compliance with travel policies

References

SRST Financial Management Policies & Procedures Manual Resolution 170-083— Travel

Definitions

Outstanding Travel Advance — Travel Authorization approved with 90% of total cost of travel
dispersed to traveling employee that was not completed/closed out by submitting an expense report.
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TRAVEL POLICIES

POLICY OBJECTIVES:

To control travel expenditures by ensuring that the travel purpose is consistent with
program objectives and by preventing travel expenditures from exceeding budgeted
amounts.

To make accounting and reimbursement travel more efficient for Program Directors and
Supervisor who have the ultimate responsibility to ensure compliance with travel policies

To include control elements necessary to propeorly authorize, account for, and document
travel expenses in order to comply with federal regulations and Tribal Policies.

SPECIFIC POLICY STATEMENTS

l.

The Chief Finance Officer will require the necessary support and documentation for all
travel in order to fully comply with federal audit regulations. Specified documentation
will be listed in the travel procedures.

A travel authorization form for off-reservation travel must be completed and approved
prior to any travel. Travel will not be approved unless adequate budget balances exist.

Travel advances for off-reservation travel will be requested by submitting an approved
travel authorization form. Tribal Departments may submit requests to the Finance Office
at any time, however, travel advances will be processed and disbursed within 3-5
business days, unless determined to be an emergency by the CFO or the delegated
authority, 1n which case the advance shall be processed immediately. For non-
emergencies, immediate payments on the same day of submission will not be available.
Travel advances shall be processed and disbursed no later than three (3) days prior to the
commencement of travel when the travel authorization form is properly submitted with
all necessary paperwork at least five (5) days prior to the commencement of travel.
Travel advances will be limited to 90% of the estimated travel reimbursement.

Tribal Council travel advances must be approved prior to incurring expenses. Tribal
council travel advances expended from Council’s travel account for subsistence, lodging,
airfare, registration fees, taxi, luggage fees will reflect actual cost in accordance with the
SRST Title XIX (19), only mileage will be subject to the 90% estimated travel
reimbursement.
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TRAVEL POLICIES

Travelers may only have one outstanding travel advance at one time. No additional
advances will be authorized until: 1) travel certification (expense report) has been
submitted and approved; and 2) any funds owed to the tribe have been paid. If determined
to be an emergency, the CFO has the authority to approve one (1) additional advance.

A travel expense report must be completed and submitted by all Tribal employees, Tribal
officials, Tribal political appointees, contract employees and Tribal Council for any travel
expenscs incurred. Receipts and unexpended travel advances must be submitted with the
report.

The completed travel expense report and trip report must be submitted within five (5)
working days of the last day of travel, unless a legitimate excuse is provided and an
extension approved by the CFO or delegated authority. If travel certification (expense
reports) are not submitted within this time, the full amount advanced will be deducted
from the traveler’s next pay check. Repeated failure to submit timely expense reports
may result in refusal of further travel (and travel advances).

All employee travel reimbursement will comply with Tribal policies and GSA travel
regulations.

Tribal council travel will comply with tribal law, tribal policy, and GSA travel
regulations. Tribal Council travel derived from federal program funds will not exceed
GSA rates. Reimbursement of expenses outside these guidelines will not be allowed.
GSA regulations and any updates are published in the Federal Register.

Mileage reimbursement for on-reservation travel must be submitted for payment no later
than 45 days after the expense has been incurred. Mileage reimbursement must be
submitted after miles claimed have been traveled. Mileage submitted after the 45 days
will not be accepted.

Mileage routes must be the most advantageous and economical to the tribe.

All air travel will be at the most economical rate available. Trips should be planned as far
in advance as possible to get the best rate. When using a travel agent, inform the agent of
this policy. No first class air travel will be allowed except as authorized by specific GSA

regulations governing first class travel.
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RESPONSIBILITY FOR COMPLIANCE

It is the responsibility of Program Directors and Supervisors to abide by this policy and to
oversee their program’s compliance with all requirements of this policy. The Contract Officer
will ensure all programs travel remains within the scope of their respective program. Chief
Finance Officer (CFO) will retain ultimate authority to monitor compliance of this policy to
ensure that the travel reimbursement regulations are being followed. The CFO, has delegated
compliance monitoring to the Travel Coordinator to ensure that the travel reimbursement
policies, procedures, SRST law, and GSA/FTR regulations are followed.
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PURPOSE OF PROCEDURE

To provide travel and expense reimbursement policies and procedures to Standing Rock Sioux Tribe
(the “Tribe”) employees, management, contractors, and Tribal Council members with regard to work-
related travel and expense reimbursement including:

e Controlling travel expenditures by ensuring that the travel purpose is consistent with program
objectives and the mission of the Tribe, and by not allowing travel expenditures to exceed
budgeted amounts;

Assisting the accounting and reimbursement process for travel expenditures more efficiently
for Program Directors who have the ultimate responsibility to ensure compliance with travel
policies; and,

Providing control elements necessary to properly authorize, account for and document travel
expenses in order to comply with federal regulations and Tribal policies.

Scope

This policy/procedure applies to all employees, contract employees, and Tribal Council
members (referred to herein as “employees™) who travel or incur expenses on behalf of the
Tribe. Programs may elect to impose stricter controls over travel and expense reimbursement
than those required by this policy. Each individual that travels and/or incurs expense on behalf
of the Tribe must be responsible for reviewing and complying with the following policies and
procedures.

It is the responsibility of Program Directors to ensure compliance with this policy/procedure.
The Contracting Office and Administrative Officer will monitor compliance to ensure that the
travel reimbursement regulations are being followed.

FORMS TO BE USED
IM1-A-1.1a, Travel Authorization
1LI-A-1.1b, Expense Report |
ITI-A-1.1c, Trip Report
111-A-1.1d, Mileage Claim
I11-A-1.1e. Flight Request Form

HI-A-1.1f, Purchase order Example
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TRAVEL PROCEDURES

STEP 1 - PROGRAM DIRECTOR/DEPARTMENT STAFF

A. PLAN AND INITIATE TRAVEL

l.

Travel is to be planned and researched to obtain the most economical/advantageous mode of
transportation for all travel.

a. The program shall make every effort to submit the PO and/or purchase the travel at
least 15-days prior to travel, to ensure the expenses incurred are the most cost
effective.

b. If the travel is requested less than 15 days prior to the travel, the program must
document the reason that the travel request was submitted without the 15-day lead
time.

Travel requests must be signed and submitted by the employee and approved by their
Program Director in advance via the Employee Travel Authorization form (See Appendix)

a. Travel may not be reserved or purchased until the Employee Travel Authorization
torm has been completed and approved.

b. Travel Authorization are required for all off-reservation travel.

All travel expenses will comply with U.S. General Services Administration (GSA), Federal
Travel Regulations, Part 301-10 Transportation Expenses and Part 301-11 Per Diem
Expenses. The portion of Council travel funded from federal programs will not exceed GSA
rates. Reimbursement of expenses outside these guidelines will NOT be allowed. (Except:
hotel rates above the GSA rates, traveler must attach an Actual Cost Memo approved by the
Chairman with travel advance.)

a. For GSA Rates please see GSA website: http.//www.gsa.gov/portal/content/ 104877

All air travel will be at the most economical rate available. Trips should be planned as far in
advance as possible to receive the best rate. When using a travel agent, inform the agent of
this policy.

Traveler must provide a cost comparison between mileage/airfare and submit documentation,
when requesting to drive instead of flying

a. If airfare is cheaper than mileage. traveler will use the airfare rate as the mileage rate
if the traveler chooses to drive.

b. This applies to all states with the exception of South Dakota, North Dakota, Montana,
Minnesota, Nebraska, Wyoming, and Colorado.

Lodging will be reimbursed at the single occupancy rate.

a. Iflodging is above GSA rate, traveler must attach an Actual Cost Memo approved by
the Tribal Chairman with Travel Advance. In thejevent the traveler is advanced the
GSA rate but the lodging rate happens to be higher atter travel is completed, traveler
must submit an Actual Cost Memo concurred by the chairman with the expense
report.

When researching mileage use the SRST Mileage Chart provided by the travel office. The
SRST Mileage chart must be used if the destination is listed. In the event the destination is

2
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not listed please utilize the Rand McNally website: http._www randmenally com, or the
Google wchyite www .google com

Per diem will be authorized only after the traveler has been in travel status more than 12
hours. Per diem can be claimed at 75% of the full rate for the first and last day of travel,

B. SINGLE DAY TRAVEL:

1.
2.

Traveler will receive 90% of travel advance requested.

Per diem may only be claimed when the traveler has been in travel status for more than 12
hours. For example, a meeting in Bismarck that happens during working hours does not
constitute per diem at 75% of the full rate, as this is not 12 hours or more.

Complete steps A through F.

C. EXPENSE REPORTS

1.

'I\)

Expense reports are to be submitted 5 days after the last day of travel. If travel reports are not
submitted within this time, the full amount of advance will be deducted from the travelers
next pay check. Repeated failure to submit timely expense reports may result in refusal of
further travel (and travel advances).

Travelers may only have one outstanding travel advance at any one time. Tribal Programs
shall be responsible for compliance and the Finance Department shall deny any additional
advance requested. The CFO has authority to approve of one additional request.
Documentation of all pre-paid travel expenses must be attached to expense reports
Documentation must be submitted for any deviation from the approved and signed travel
authorization.

In order to claim reimbursement for travel expenses, receipts must be attached. The travel
office will not accept a memo in place of a receipt.

When utilizing a taxi, Lyft, or other mode of public transportation, the traveler must make
every attempt to obtain an actual receipt.

D. MILEAGE

l.

2
.

Mileage claims are required for all on-reservation travel

Mileage can be claimed from duty station to destination (conference, meeting, etc..) during the
work week but must be most advantageous and most economical to the tribe. In the event
travel is conducted on the weekend, holiday, or administrative leave day, mileage can be
claimed from your home.

Mileage routes must be the most advantageous and economical to the tribe.

Mileage claims shall be submitted after miles claimed were traveled and cost was incurred.
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E. NO COST TRAVEL:
1. If no travel expenses are being claimed, complete travel authorization with signatures only
2. Submit a copy to Travel Coordinator, Program will keep the original.
3. Required in order to attend conferences

F. EMERGENCIES:

1. Emergency travel claims may be submitted at any time and shall be processed by the Finance
Department on a daily basis.

2. Emergency Situations will be determined and approved by the CFO

3. Pre-determined Programs for emergency processing include: Kay Murphy Cancer
Fund, Early Childhood Tracking Medical Appointments, Child Protection Services
client transports, [CWA client transports, Veterans client transports, THPO religious
and cultural site visits, and Tribal Council for off-reservation travel

4. Emergencies DO Not waive the documentation requirement. Emergency requests still
requires all supporting documentation.

STEP 2 - PROGRAM DIRECTOR/DEPARTMENT STAFF

A. PREPARE CHECK REQUESTS for each of the following if applicable, AIRFARE,
REGISTRATION, LODGING, TRAVEL AUTHORIZATIONS
B. All requested information must be included and typed.
1. AIRFARE CHECK REQUEST must include the following information under the
Article or Service:
CHECK REQUEST FOR AIRFARE FOR:
NAME OF EMPLOYEE
PURPOSE OF TRIP
DESTINATION
d. DATE(S) OF TRAVEL

o owvw

SEE ATTACHED APPROVED/SIGNED TRAVEL AUTHORIZATION,
ITINERARY AND OTHER DOCUMENTATION

2. REGISTRATION CHECK REQUEST must include the following information under
the Article or Service: i
CHECK REQUEST FOR REGISTRATION FOR:
a. NAME OF EMPLOYEE
b. PURPOSE OF TRIP
¢. TITLE OF THE CONFERENCE
d
e

DESTINATION
DATE(S) OF TRAVEL
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SEE ATTACHED REGISTRATION FORM, APPROVED/SIGNED TRAVEL
AUTHROIZATION, ITINIERARY AND OTHER DOCUMENTATION

3. LODGING CHECK REQUEST must include the following information under the
Article or Service:

CHECK RE

noow

d.

QUEST FOR LODGING FOR:

NAME OF EMPLOYEE

PURPOSE OF TRIP
DESTINATIONNAME OF THE HOTEL
DATE(S) OF TRAVEL

SEE ATTACHED LODGING CONFIMATION, APPROVED/SIGNED
TRAVEL AUTHORIZATION, INTINERARY AND OTHER
DOCUMENTATION

4. TRAVEL AUTHORIZATION CHECK REQUEST must include the following

information under the Article or Service:
a. NAME OF EMPLOYEE
b. PURPOSE OF TRIP
c. DESTINATION
d. DATE(S) OF TRAVEL

SEE ATTACHED TRAVEL AUTHORIZATION AND OTHER DOCUMENATION

STEP 3 - PROGRAM DIRECTOR/DEPARTMENT STAFF
A. PREPARE TRAVEL AUTHORIZATION FORM: sce attached TA form
1. All requested information must be included.
All forms must be typed.
Travel advances will be disbursed on the normal daily payment cycles and will be limited
to 90% of the estimated travel reimbursement.
Submit Check Requests and Travel Authorization to the Program Director for Approval.

Wt

STEP 4 - PROGRAM DIRECTOR
|
A. REVIEW/APPROVE CHECK REQUESTS AND TRAVEL AUTHORIZATION
1. Review ALL CHECK REQUESTS required for travel and the Travel Authorization form.
Determine that the department budget has funds for the travel request, and if the travel is
necessary and consistent with program objectives.



PROCEDURE NO)

| _ — -
DATE ISSUED

STANDING ROCK SIOUX TRIBE

i S 181983 TRAVEL
FINANCIAL MANAGEMENT i |
DATIE REVISED !
PROCEDURES "V

TRAVEL PROCEDURES

—— - L

2. Disapprove the request if specific travel budget is not included or available in the
program budget.

3. Approved travel with all supporting documents attached, shall include Signed and Dated
copies of the purchase orders and Travel Authorizations

4. Attach the program cuff account/yearly summary, and all supporting documentation to
the purchase order(s).

5. Submit the purchase orders and all supporting documents for pre-approyval to the
Contracting Officer (CO).

STEP 5 - CONTRACTING OFFICER (CO)
A. REVIEW PURCHASE ORDER or CHECK REQUEST
5. Verify the travel is an allowable cost and if the travel supports program objectives.
6. Verify all supporting documentation is attached. If not properly completed, will return
it to the requesting program or department. |
7. If approved the CO will sign and date the Travel Authorization. |
8. CO will submit the Purchase Order(s) to Travel Coordinator for processing.

STEP 6 - TRAVEL COORDINATOR
A. REVIEW PURCHASE ORDER - CHECK REQUEST
1. Review the Travel Authorization and attached documentation to determine if budget is
available for the trip and the Travel Authorization and purchase order have been properly
coded.
If there are insufficient funds in the tribal program’s budget, the Travel Coordinator
shall deny the request. The Travel Coordinator shall return the travel authorization
marked “disapproved” with an explanation to the requesting program or department and
file the original Travel Authorization in the contract files to document the action taken.
3. [Ifthere is sufficient budget for the travel determine that no the traveler has additional
outstanding travel advances, the travel coordinator shall deny the request for the travel
authorization and return to the program with an explanation for the denial. The traveler
may have one outstanding expense/trip report prior to approval of the current
travel request.

4. If the travel advance is approved, Initial and Date the Travel Authorization form and
applicable purchase orders with attached supporting documentation. Notify the program
the travel authorization process is complete. |

2]

STEP 7—- PROGRAM DIRECTOR/ DEPARTMENT STAFF
A. OBTAIN ADDITIONAL SIGNATURES
1. TRAVEL AUTHROIZATION must have signatures from:
a. Traveler
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b. Supervisor

c. Contracting Ofticer Travel Coordinator

d. Chairman (NO travel may be taken until this approval has been given)
2. PURCHASE ORDERS MUST HAVE SIGNATURES FROM:

a. Supervisor

b. CFO/AFO

STEP 8 - PROGRAM DIRECTOR/DEPARTMENT STAFF

A. CHECK APPROVED PURCHASE ORDERS BACK INTO ACCOUNTS PAYABLE
1. After the purchase order has been signed by all approving parties and reconciled with the
Travel Coordinator

STEP 9 — ACCOUNTS PAYABLE

A. Accounts Payable will time stamp the Purchase Order
1. Requests must be submitted to Accounts Payable before 9:30am for the morning check run
and 2:00pm for the afternoon check run

STEP 10 - POST TRAVEL REPORTING

A. COMPLETE EXPENSE REPORT
B. COMPLETE TRIP REPORT
1. Within five (5) working/business days after the last day of travel prepare an Expense and Trip
Report according to the instructions ref: [1I-2.4b and Ref. IT[-A-2 4c¢.
2. Attach ALL the required receipts, tape all smaller receipts to 81/2 x 11 sheet of paper before
submitting for payment such as:

a. Lodging

b. Registration

c. Airfare

d. Baggage

e. Taxi

f.  Travel Authorization |

g. Copy of purchase orders not included with the travel authorization (i.e.

registration, airfare etc.)
1. Ifreceipts, invoices etc. deviate from the approved travel authorization a
Justification memo is required from the Program Director and will be
subject to approval from the CFO.
3. Sign and submit the Expense and Trip Report with all supporting documentation to the
Program Director for approval.
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a. Ifexcess funds were advanced, attach a cash or money order payable to the |
Standing Rock Sioux Tribe for the amount of any excess. 1
b. The expense report must be reconciled and signed by the Travel Coordinator
before making payment to Accounts Receivable for advances owed back to the
Tribe/Program.
c. Ifareimbursement in a travel advance is owed back to the Program/Tribe and it
is under $75 the reimbursement may be paid to Accounts Receivable.
d. Reimbursements owed back to the Tribe/Program over $75 may be paid through
payroll deductions. Only two payroll deductions are allowable and must be
approved by the Chief Finance Officer.
4. Tfareimbursement is due to the traveler the amount will be requested and processed by
submission of a purchase order, expense report and supporting documentation.
5. [If program pre-paid lodging and a reimbursement is due to the program, the reimbursement
from the vendor needs to be reimbursed within the 5 days after the last day of travel, in order
to be claimed on the expense report. If the reimbursement is not received by the deadline for
the expense report, the program must follow the accounts receivable process for
reimbursement checks.

STEP 11. - TRAVEL COORDINATOR

A. REVIEW EXPENSE REPORT

B. REVIEW TRIP REPORT

C. REVIEW PURCHASE ORDER (IF APPLICABLE)

1. Review the expense and trip report for completeness and accuracy.

2. Determine that all required documentation is attached

3. Reconcile the expense report with travel authorization, if the traveler will be receiving a
reimbursement for expenses.

SIGN THE EXPENSE REPORT

SUBMIT TO THE CFO/AFO FOR APPROVAL AND SIGNATURE

m O

STEP 12. — ASSISTANT FINANCE OFFICER

| A. REVIEW EXPENSE REPORT

B. REVIEW TRIP REPORT

C. REVIEW PURCHASE ORDER FOR APPROVAL |
1. Sign and date the expense report and purchase order is applicable.
2. Return to the Travel Coordinator
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STEP 13. - TRAVEL COORDINATOR

Notify the program that the expense report is approved.

STEP 14. - PROGRAM STAFF/DIRECTOR:

A.
B.

Check the approved purchase order in to Accounts Payable for processing.

Travel advances owed to the tribe will need to be paid to Accounts Receivable with either cash or
money order. Once receipt has been received attach a copy to the expense report and return to the
Travel Coordinator.

Travel Coordinator will scan into Rscan and give a copy to program for their records. If the
traveler owes to the tribe and wishes to utilize payroll deductions, Travel Coordinator will submit
a copy of the expense report along with memo from the traveler requesting the deduction, to the
payroll supervisor.

IF THERE IS A CONFLICT BETWEEN INTERNAL DEPARTMENTAL POLICIES
AND ANY OF THESE POLICIES, THIS PROCEDURE MUST GOVERN.
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STANDING ROCK SIOUX TRIBE

Employee Expense Report

Account No. - Department: -
Employee Name: - Departure Date: Departure Time:
Position Title: - Return Date: Return Time:
Destination: - Total Trip Days: -

Business Purpose: B

SUN I U U AN

MON

TUE

WED

THU

FRI

wr W W W v > v
'

SAT

ADVANCES

Lodging

Registration Fee - Reimb. Owed to Tribe

(o}
0
Airfare 0
0
0

Reimb. Owed to Employee

Car Rental
90% Travel Advance

W fnjnfjnin|ln
'

Employee Signature Date Travel Coordinator Signature Date

Director/Supervisor Signature Date Assistant Finance Officer Signature Date

TAFORM NO 1}i-A-2.48B - Updated 2.4 2021




Standing Rock Sioux Tribe Form

MILEAGE CLAIM FORM

ACCOUNT: DATE:
NAME OF TRAVELER TITLE
TRAVELING FROM: DATE:
TRAVELING TO: TOTAL MILES:
PURPOSE:
TRAVELING FROM: DATE:
TRAVELING TO: TOTAL MILES:
PURPOSE:
TRAVELING FROM: DATE:
TRAVELING TO: TOTAL MILES:
PURPOSE:

TOTAL MILES CLAIMED:
SIGNATURE OF TRAVELER RATE PER MILE:
SIGNATURE OF SUPERVISOR AMOUNT CLAIMED:

SIGNATURE CHAIRMAN

Form 502

Date



FLIGHT REQUEST

Please email as an attachment to Travel coordinator
Direct Travel & Tour
561S 7St
Bismarck, ND 58504
701-258-5000 or 800-833-8787
701-258-7604 FAX
infora'directtravel.com

Date Request Made: 7 .-~ - "ua e 5o

Travel requested by: - . .+ - o r L e

Direct phone number: .~ . . rx re T -

Travel Details:
Departing City and State: C'-2i nera 0 sy fet
Arrival City and State: . <« here to @niar roge

Departing Date: T ¢« moo2 o 2oea gt Early AM Midday [ Late Day [l
One Way [ Round-trip [] Multi-¢ity [
Return Date: & ~«< v ts ot ooy Early AM [ Midday [ Late Day []
Lodging:
Preferred Hotel Name: " « "emo iy =m0 1ot
Conference/Meeting Address: ... x Mmoo s

**Standing Rock or personal credit card re uued *x
g P q

Traveler Information:

Name: U5« nave w2 o mne
(Please note, name must be listed as it appears EXACTLY on government-issued form of ID used to check-in
at airport.)

Please specify ID that will be used:

Driver’s License [1  ID Card [J Passport []

Gender: (1 Male  [J Female

Date of birth: Chc« hore mo worsr £y

Cell phone number, if used while traveling: T cx rorz s 2302 o

(Please note, this number is not used for solicitation. This number will be called with an automated message
Sfrom the applicable airline upon last minute changes or cancellations to flight segments.)

Seating preference: [1 Aisle [0 Window [0 No Preference

**Basic Economy cluss selections do not offer seat assignments and are non-refundable per Deltu Awrlines.

Special Assistance or Handicapped Requests: [J No  [J Yes

If yes, please explain; 70 « roritn (el e
Frequent Flyer Number(s): © <« n2r2t, wnre, moes
Email(s) for confirmation and schedule changes: = - -~ oo
(Please note, email is preferred. If necessary to fax, please provide number: ... - - - - +..3)

Office Use Only:
PO Number:
Other:
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SUBJECT:
ACCOUNTS RECEIVABLE/RECEIPTING

POLICY OBJECTIVES -

To provide for timely and accurate collection and deposit of all funds due to the Tribe. The Finance
Officer has uitimate responsibiiity to ensure that all funds due to the Tribe under each contract are
recelved promptly.

To use sound cash management practices for the investment of Tribal funds to yield a safe and
adequate return.

To include control elements necessary to properly account for and safeguard the cash of the Tribe.

SPECIFIC POUICY STATEMENTS

COLLECTION OF RECEIVABLES

- Vigorous efforts will be made to collect all past due funds owed to the Tribe. Late charges may be

assessed on past due balances. Seriously past due accounts may be turned over to a collection
agency or have legal proceedings instituted for collection, with the approval of the appropriate
Committee.

A monthly report will be prepared for the appropriate Committees (Judicial, HEW, Economic
Development), by the program directors, listing the outstanding Accounts Recelvable by type, grouped
by length of time outstanding. These reports will be classified as confidential. On an annual basis, the
Finance Officer and Program Directors will review outstandingreceivablesto determinetheir collectibility.

All paperwork necessaryfor collection/reimbursement of samedfunds must be submittedio the Finance
Office on a fimely basis. This will include collection of fines and court costs, taxes, lease income,
grants, investmentincome, and repaymentof loans. Contract Representativesin the Finance Office will
prepare the required billing documents to obtain release of funds due the Tribe.

Subsidiary records of Accounts Receivable will be maintained and reconciled monthly with the general
ledger.

The local agency office of the Bureau of Indian Affairs (BIA) will provide to the Finance Office a report
showing collections during the preceding month, accounts which are delinquent, and action taken to
collect delinquencles. The report will also show what late charges were assessedand paid. This report
will cover all sources of income which the BIA administers for the Tribe. The Finance Officer and Tribal
Chalrman will pursue follow-up action with the BIA to ensure that amounts which have been collected
are distributed to the beneficlaries on a timely basis.




DATE 1S50RD: POLICY NO.: |
STANDING ROCK SIOUX TRIBE 5-1
FINANCIAL MANAGEMENT 883 o
POLICIES DATE REVIZBD: PAGE NO.:
10-1-94 2

s
ACCOUNTS RECHEVABLERECEIPTING

10.

11.

CASH RECEIPTS

A numerically controlled (pre-numbered) receipt must be Issued for all payments made to the Finance
Office. The receipts will be reconciled to the actual amount of cash deposited with the bank.

All cash received by programs or other departments must be remitted on a daily basis to the Finance
Office. These collections must be accompanied by oopies of receipts and a cash receipts journal,
showing the source of funds received.

All tunds received will be immediately deposited in the bank by the Finance Office. Small amounts of
cash need not be deposited on a daily basis, but must be kept locked-up until deposited.

The Finance Officer will review and initial the bank deposit before it is sent to the bank.
All transfers of cash between funds and/for cash accounts must be approved by the Finance Officer.

The Finance. Officer.will. closely monitor cash receipts and disbursementsand cash balances to assure
~thét bank-accounts do-nat become_overdrawn. .The Finance Officer will-provide for investing excess

«.cash balances to yield safs.and adequate retumn without compromising availability of cash.

RESPONSIBILITY FOR COMPLIANCE

Program Directors will also be responsibie for ensuring that any amounts collected on loans or for cther
purposes are submitted intact to the Finance Office for deposit. The Finance Officer will monitor compliance
with this policy and will report to the Tribal Chairman any repeated violations of policies.




.
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S
PROPERTY (FIXED ASSETS)

POLICY OBJECTIVES

To establishrequirementsto accumulate and maintain property information, control assets by program,
and prepare reports that are necessary for external and intemal reporting.

To keep property expenditures within the limitations set by program objectives, budgets, and grant or
contract revenues.

To make the properly accounting process more efficient for Program Directors and Supervisors who
have the ultimate responsibilityto ensure that all property transactions are in compliance with federal,
state, local, or private contract requirements and Tribal policies.

To include contro! elements necessaryto propedy account for property additions, deletions, or transfers
and to safeguard Tribal property.

SPECIFIC POLICY STATEMENTS

Property purchases in excess of budgeted amounts will not be allowed.
Purchases of property must comply with Purchasing policles, including regulations for competitive bids.

Property acquisitions will be recorded on Tribal inventory records (capitalized) if the value {purchase
price) of each individual item exceeds $100.

Purchase orders will indicate if an item is to be recorded on inventory records. Property purchases
must be provided for in the budget.

Property purchase and/or use shall be identified with specific contracts or grants and charged directly
to those contracts or grants.

All transfers of proparty between programs end/or locations must be appraoved by the Tribal Chairman
and must comply with grant or contract requirements. Notice of the transfers must be sent to the
Finance Office within five days of the transfer. Contract records will be updated and reconciled to the
central property records.

Disposal of property with initial purchase value over $100 must be approved by the Tribal Chairman and
must comply with grant or contract requiremsnts. Notice of the disposal must be sent to the Finance
Office within five days of the disposal.

All funds received from property disposal will be treated in accordance with grant or contract provisions,
where applicable.

Leasing of property should be considered as an alternative to purchaseif it will help in the management
of the Tribe's cash. This policy should be considered when budgets are prepared.
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SUBJECT:
PROPERTY (FIXED ASSETS)

10.

11.

12,

13.

14.

18.
16.

17.

Program Directors ars responsible for all property under their programs, and must maintain complete
inventory records.

Property (including land) owned by the Tribe will be tracked as to Tribal ownership and program
ownership, if applicable, as well as by location.

A physical inventory of Tribal property will be taken by Program Directors and Department Supervisors
at least semi-annually and upon the close-out of a grant or contract. Results of the inventory counts
will be submittedto the Finance Office and any appropriate adjustments mede to reconcile program and
Finance Office records.

Records on all property (exciuding land) owned by the Tribe will be maintained in the Finance Office.
The property listing for each program will be kept in the program foider. Land records will be
maintained by the BIA and the Tribe.

Property records will be maintained for each property item showing at a minimum:

® Asset number.

. Asset description.

] Asset ownership.

L] Asset location.

. Account number.
. Date of acquisition.
. Cost.

A standard chart of property accounts will be maintained.
A subsidiary property ledger will be maintained and reconciled to the general ledger on a monthly basis.
The Finance Office will be responsible for calculation of depreciation schedules for indirect cost base.
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PROPERTY (FIXED ASSETS)
RESPONSIBILITY FOR COMPUANCE

The maintenance of accurate and compiete records on Tribal and program property is essential to the financial
well-being of the Tribe and to compliance with provisions of program contracts. To ensure that this
accountabllity is properly carried out, responsibility for compliance will be divided between the programs and

the Finance Office:

. Program Directors and Depariment Supervisors will be responsible for maintaining accurate ongoing
inventory records of all property undertheir control, and for completing physical inventory counts semi-

annually.
. The Finance Office Property Control Unit will be responsibie for maintaining detailed master records of
- - Tribaland program property, and for reconciling records maintained by programs and departmentsto
the central master records.

The Finance Officer will develop guidelines and procedurss necassary to ensure these property records are

properly maintained.
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PROPERTY (FIXED ASSETS)
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SUBJECT ; -
PAYROLL

POLICY OBJECTIVES

To include all elements necessary to accumulate and malntain personnelinformation, properly control
leave payments, accumulate employee hours worked by program or office, calculate pay amounts and
withholdings, accurately prepare and distribute payroll checks and withholding deposits on & timely
basis, and prepare reports that are necessary for extenal and internal reporting purposes.

To make the payroll pracess more efficient for Program Directors and Supervisorswho have the ultimate
responsibilityto ensurathat all payroll expendituresare in compliance with federal, state, local, or private
contract requirements and Tribal payroll and personnel policies.

To property distribute payroll expensesto contracts and grants and to obiain timely reimbursement of
all allowable payroll expenditures from the funding agency.

To include control elements necessaryto property account for payroll transactions and safeguard Tribal
assets.

SPECIFIC POLICY STATEMENTS

HIRING POLICIES

A letter of appointment will be prepared by the Tribal Personnel Office, and signed by the Tribal
Chairman, for all new hires or reassignments of current employees to new positions. The letter will
include wage classification data, the name of the program involved, the account to be charged, the
effective date of employment, and the length of employment if temporary. A copy of the letter of
appointment must be sent to the Payroll Department by the first day of work in the new position.

No employee may be hired on either a temporary or permanent basis until the availability of funds has
been established by the Finance Officer.

Any change in rates of pay must be documented in a ietter signed by the Triba! Chairman. A copy of
the letter must be sent to the Payroll Department immediately so that payroll records can be adjusted
to accurately reflect the change.

A W-4 Form (Employee’s Withholding Allowance Certificate) must be completed and submitied to the
Payroll Department for all Tribal personnel by the first working day.

All new empioyees must complete the insurance Membership Application form in order to be eligible
for insurance coverage.

A new W-4 Form and the necessary insurance forms must be completed and submitted to the Payroll
Department when there is any change in the status of Tribal employees.




10.

11.

12.

13.

14.
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SUBJECY:
PAYROLL
PAYROLL

All payroll disbursementswill be made by check.

All employees must record their arrival time at work on time logs which &re kept by the designated
timekeeper. The original time log will be submiited io the Payroll Department in support of the time
sheets. Time logs must be submitted to the Payroll Department with the time sheets they support.

A time sheet, signed by the individual employee, must be completed and submiited to the Program
Director or Supervisor following the end of each pay period. The Tribe will have 26 pay periods per
year, except for Tribal Council members who are paid weekly. The pay periods will end on alternating
Saturdays.

Completed time sheetsfor all Tribal employees mustbe approved and signed by Program Directors or
Supervisors and submitted to the Payroll Department by 10:00AM on the Monday following the end of
each pay period. If time sheets are not submitted on time, checks will not be issued. Time sheets for
Program Directors ot Supervisors must be approved and signed by the Administrative Officer. All
approved:ieave slips must be-submitted with time sheets otherwise the lsave time will be considered
leave without pay.

Payrall checks will be issued on the Friday following the end of the pay period. There will be no early
release of payroll checks.

Checks for payroll expenses can be issued outside of the normal payroll processing cycie only in the
following instances:

. Salary advancss.

. Salary joans.

Salary advances will be made only in the case of a death in the employee's immediate family. Under
no other clircumstances will a salary advance be made. Salary advances will be limited fo the time
actually earned during the pay period up to the date of the advance.

Salary loans will be made available to Tribal Council membars and to Tribal employees in an amount
not to exceed $500.00. Only one outstanding salary loan will be authorized at a given time.

a Repayment of salary loans will be made through payroli deductions with a minimum of $25.00
per pay period. A five percent (5%) service charge will be assessed for each salary loan.

b. Salary loans to Tribal employees will be limited to the amount of accrued annual leave an
individual Tribal employee has accumulated. An individual Tribal employes cannot use the
annual leave he/she has set aside as collateral.

C. Co-signing for salary loans will not be allowed.

s
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PAYROLL

d. No employee may receive more than four salary loans per fiscal year.

15. Payroll checks will only be released to employees or to designatedrepresentativesof the programs, and
will be released to other third parties only if a signed authorization Is received from the employee.
16. The following standard benefits will be provided to full-time permanent employees:
] Annual, sick, compensatory, and administrative leave as specified in personnel! policies.
J Health insurance.
. SRST Retirement Plan.
Payment for annual leave will not be made to employees except upon termination of employment.
17. Overtime pay and Compensatory time off can be earned as provided in personnel palicies.
18. The payroll bank account will be reconciled by the fifteenth (15th) of the month. The Finance Officer
will review the payroll bank reconciliation.
RESPONSIBILITY FOR COMPLIANCE

The responsibllity for compliance with these policies is with the Program Directors and the Personnel Officer.
Program Directors will be subject to disciplinary action for hiring of employess without advance authorization
of the Tribal Chairman, and without sufficient budget for the position.
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CONTRACTS ACCOUNTING

POLICY OBJECTIVES

To provide information required by government agencies so that funding will be received for all
programs which would bensfit the Tribe.

To provide the financial information systems and controls necessaryto maintain compliance with federal,
state, local, or private contract or grant reporting requirementsand expedite the receipt of funds. These
systems and controls will also be used to provide information for internal planning and review.

To make the contract accounting process more efficient for Program Directors and Supervisors who
have ultimate responsibilityto ensurethat their programs are in compifance with federal, state, local, or
private regulations and Tribal policies.

To keep expenditures within the limitations set by the program objectives, budgets, and grant or
contract revenues.

To include control elements necessary to praperly account for and safeguard Tribal assets and to aid
in preventing misuse of contract resources.

SPECIFIC POLICY STATEMENTS

CONTRACT PROPOSALS

The Tribal Contract Officer will be responsibiefor coordinating the preparation of all grant or contract
proposals and for determining that the budget content of each proposal is complete, including
appropriate inclusion of indirect costs.

Tribal Council must approve by resolution all grant proposals and budgets prior t0 submission to
funding agencies.

Contract terms are to be reviewed carefully before the contract is signed, since the contract is an
obligation of the Tribe. Particular attention is to be paid to elimination of contract terms which do not
recognize the status of the Tribe as a Sovereign entity, particulerly in negotiation of State "Hold
Harmiess" clauses.

CONTRACTS BUDGETS
Program budgets will be submitted on an annual basis, regardless of the length of the contract.
Program Directors are responsibie for preparation and submission of program budget requests and

modifications. Program budget requests will be submitted, reviewed, and approved according to the
following process and within the time frames noted preceding the end of the contract year:




10.
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" CONTRAGTS ACCOUNTING
a. Program Directors will prepare requests and submit to the Contract Officer for review, not later

than five (5) months prior to the end of the contract year.

b. The Contract Officer will review requestsfor completenessand submit recammendationsto the
Program Directors within five (5) months prior to the end of the contract year. Corrections and
adjustments made to the budget requests must also be reviewed by the Contract Officer.

c. Program Directors will submit final requests Including all required documentsation to Tribal
Council Committees who will review requests for propriety and conslistency with Tribal
objectives, and make recommendationsfor approval or disapproval by the Tribal Council. This
process will occur within four (4) months prior to the end of the contract year.

d. . .-Theappropriate:Commiltees will place requestson Council Agendgafor review and adoption by
the Council: Requests approved by Council resolution will be signed by the Chairman and
Secretary, then forwarded to the respective funding agency. This process will occur no later
than three (3) months prior to the end of the contract year.

Program Directors will submit contract budget-estimates to the Finance Officer: for purposes of

-completion ot the Indirect Cost Proposal no lessthan five (5) months prior to the beginningof the fiscal

year.

- Program Directors are encouraged to seek supplementalfunding for their programs from sources such

as foundation grants.

Program budget modifications will be prepared by Program Directors and be submittedto the Contract
Officer for review. The Contract Officer will review modifications for completeness and forward them

directly 1o the appropriate Committee or the Tribal Chairman according to the particular requirements
of the contract.

a Modifications will be signed by the Tribal Chairman prior to submission to funding agencies.
Council approval on modifications will only be required where the modification representsa
major change to or expansion of an approved program.

b. Program Directors will re-evaluate cost estimates (especially for continuation projects) prior to

issue of the actual contracts or start of the contract year, to determine if any price changes
have occurred.

When budget modifications are approved by the funding agency, the original documents will be
forwarded to the Finance Office for recording on Tribal accounting records.

CONTRACTS MANAGEMENT

Formal budgets for programs will be established by the Finance Office based upon formally approved
contracts received from the funding agency. Where formal contract approval or evidence of authority

N
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CONTRACTS ACCOUNTING

1.

i2.

18.

14.

15.

16.

17.

18.

to continue program operations under continuing resolution is not obtained prior to the beginningof the
fiscal year, no program expenditures will be allowed by the Finance Office.

Year-to-date actual expenditures will be compared against year-to-date budget allocations. In no
circumstance shall the year-to-date total expenditures exceed the total budgetfor the contract. Federal
or other contract regulations will be adhered to, depending on the contract funding source.

Narrative progress reports will be submitted by Program Directors to the Contract Officer and Finance
Office, appropriate Commitiees, and funding agenclesat intervals specifiedin the contract, but not less
frequently than quarterly. All grant or contract compliance reporting requirements will be met on a
timely basis.

All fipancial records related to contracts will be maintained by the Finance Office.
S

All paperwork necessaryfor collection/reimbursement of Tribal funds must be submitted o the Finance
Office on a timely basis. Contract representativeswill prepare the appropriate documents for billing or
draw-down of contract funds.
<
CONTRACTS ACCOUNTING

All contract purchases must be within the contract budget and must also comply with Purchasing
policies.

Program Directors are responsible for all expenditures that are charged to their programs. Program
Directors will maintain internal financlal records ("cuff accounts”) to track purchases and other
obligations against program budgets. These records wili be reconciled monthly to the official
accounting records maintained in the Finance Office.

All bank accounts will be reconciled by the fifteenth (15th) of the month. The Finance Officer will review
all bank reconciliations.

All subsidiary books and records will be reconciled to the general ladger on a monthly basis.
Correspondence (grant awards, letters of credit, etc.) from funding agencies must be reconciled to
contract accounting records on a timely basis.

RESPONSIBILITY FOR COMPLIANCE

The primary responsibility for compliance with this policy and with all Federal, State, and Tribal regulations rests
with the Program Directors. Program Directors will be held accountable for managing their programs according
to the terms of the grant or contract agreements and for maintaining program expenditures within the limits
establishedin the contract budgets. The Contract Officer and the Contract Representativeswill monitor program
and budget compliance and report violations to the Tribal Chairman.
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CREDIT

POLICY OBJECTIVES

To provide loans to Tribal members under various programs, in accordance with Tribal objectives, with
adequate assurance that the loans will be repeid according to a prearranged schedule.

To inciude all elements necessary to accumulate and maintain credit program information and prepare
reports that are necessary for extarnal and internal reporting purposes.

To maintain a repayment ratio high enough to ensure the continued viabllity of Tribal credit programs.
To ensure the credit process is in compliance with program regulations and Tribal policies.

To include control elements necessary to properly account for credit transactions and safeguard Tribal
assets and to aid in preventing misuse of Tribal resources.

SPECIFIC POLICY STATEMENTS

1.

All funds loaned by the Tribe will be supported by a signed, written document specifying the terms of
repayment and assurances of adequate security from lease income.

2. Vigorous efforts will be made to collect all past due funds owed to the Tribe. Late charges may be
assessed on past due balances. Seriously past due accounts may be tumed over to a collection
agency or have legal procedures instituted for collection, with the approval of the Judicial Committee.

3. A monthly report will be prepared for the Judiclal Committee by the Finance Office, listing the
outstanding loans by type grouped by length of time outstanding. These reports will be classified as
confidential.

4, Subsidiary records of outstanding loans will be maintained and reconciled monthly with the general
ledger.

5. All credit program disbursementswill be made by check.

6. The following are the authorized loan programs: Short-term loans.

7. Cash forecasts will be prepared and planned credit programs will be reviewed to ascertain the
availability of funds.

8. All credit program bank accounts will be reconclied by the fiteenth (15th) of the month. The Finance
Officer will review the bank reconclliations.

RESPONSIBILITY FOR COMPLIANCE

The Finance Officer and the Credit Officer will be responsibie for monitoring the Short-term loan program and
for managing the collection of funds due to the Tribe.
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POLICY OBJECTIVES

° To recognize the significant role that efficient and effective use of computer facllities can have in
streamlining and supporting an enhanced financial managemsnt function, as well as to pravide for a
coordinated and orderly expansion of the use of computers in overall Tribal management.

. To establish responsibility in the Finance Office for maintaining adequats controls over the Finance
Office computer facility, including controls over physical aceess to the equipment, controls over the
developmentand change to computer programs, the establishmentand maintenance of documentation
standards, and safeguarding of data input to, processed by, and stored in computer-based media.

. To assure that appropriate coordination is maintained between the Finance Office and users of system
reports in order to provide for continued understandingand ongoing usefulness of system reports.

. To include the control elements necessary to maintain and process system information accurately,
completely, and with sufficient audit controls and verification to meet federal audit regulations and

general auditability requirements.

. To provide for safeguarding of the Tribe's investment in its computer facilities, systems programs, and
information.

SPECIFIC POLICY STATEMENTS

PURCHASE OF COMPUTERS/SYSTEMS

1. All requests for developmentor change of systems or for acquisition of computer equipmentor for use
of computer facilities or services from entities outside of the Tribe will first be presented to the
Administrative Officer for review. The Administrative Officer will evaluate these requests (using
appropriate staff and/or outside assistance if necessary) to determine that a real need exists, that
sufficient budget s available for the development/acquisition and ongoing operation and maintenance
of the systems and equipment, and that existing facilities can or cannot be used to satisfy the
requirements of the request.

2. Purchases of data processing equipment or services will be made in compliance with purchasing
policies of the Tribe. In addition, no computer equipment may be purchased or systems acquired
without providing for a formal testing and acceptance by the Tribe prior to release of final payment to
the vendor or contractor.

3. All contracts for purchase of equipment, systems, or services must include provisions that the vendor
or contractor demonstrate that the equipmentor systems are fully operational and that Tribal employees

have been fully trained in their use before Tribal acceptance of the equipment or systems may be
granted.
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CENTRAL ACCOUNTING SYSTEM

4. The Finance Office has the responsibllity for maintaining and operating the Tribe’s autornated central
accounting system. It is the intent of this policy that the use of computers in Tribal financial

management processes be planned, coordinated, and controlled.

5. The Finance Officer will implement appropriate security procedures and methods over the central

accounting systemto assurethat equipment,system progrems, and data are safeguardedfrom physical
damage, unauthorizedaccess, or destruction of system programs or information stored in the computer

and on magnetic disks.

6. . TheFinanca Officer willimplementappropriate proceduresto assurethat system information is properly
-, verified before .it.is. enterad.into the system, that.informeation entered.into-the.system is processed
accurately and completely, and that information presentedin systemreports is fully reconciled to source

documents from which the Information was captured.

7. The Finance Office.will update and distributeto system users current listings of coding information that
-must be:used by-users to-prepare source documents, such-as program identification codes and the

Chart of Accounts.

8. No new program codes or account codes may be established without approval of the Finance Officer.
Codes that are established will fit within the standardized coding structure that has been establishedin

order to maintain uniform reporting.

9. The Finance Officer will ensure that Tribal employeses, who in any way operate accounting system
computer equipment, enter or review information from the systems, or provide changes to programs,
system flles, or control codes have been and continue to be fully trained in their duties or system

operation.

RESPONSIBILITY FOR COMPLIANCE

Given the cost of computer equipment and systems, the Administrative Officer will monitor acquisition of
equipment or systems. The Finance Officer will establish appropriate controls over the automated financial

system to ensure continued integrity of the system information and the facility.
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POLICY OBJECTIVES

To ensure the continuity of revenues provided through federal grants and contracts and to preserve the
financial strength of the Tribe through centralized managesment of financial resources.

To ensure the financial strength of the Tribe by not allowing expendituresto exceed budgetedamounts
and by providing for continuous monitoring of revenues collected and of available cash balances.

To provide the information required to satisfy federal standards and regulations and to meet
management information needs.

To provide supportand to meks the financial reporting process more useful for Program Directors and
Supefvisorswho have the ultimate responsibility to ensure that their programs are in compliance with
all applicable federal, state, local, private, and Tribal regulations.

To include control elements necessary t¢ properly account for and safeguard Tribal assets and to

effggvely control Tribal commitments and labilities.

o

SPECIFIC P(_)al.lCY STATEMENTS

2.

-~

s ACCOUNTING RECORDS

The Finance Officer is responsibie for developing and maintaining a complete accounting system
including all financial books, ledgers, records, and files to assure full accountability over Tribal assets,
commitments, and liabilities and Tribal and program revenues and expenditures.

The Finance Officer will review all nonstandard entries to the financial books and records and monitor
the recording of financial transactions to ensurecomplete, accurate, and timely recording and minimize
possibiiities for misuse or misappropriation of Tribal assets.

All grant or contract compliance and federal reporting requirernents (including tax reporting) will be ret
on a timely basls. Accounting records will be maintained in a current status to facilitate reporting and
to eliminate possibliities for overdrawing cash or incurring penalty and interest charges.

Accounting docurments will be filed In 2 manner that permits their reconcillation to financial records on
a monthly basis and that provides fully auditable support for entries made to Tribal and program
accounts.

The Finance Officer will be responsiblefor the investmentof Tribal funds. Accurate accounting records
will be maintained of all investments including information on yield, expected and actual earnings,
maturity dates, and restrictions on use. Certificates or other svidence of ownership will be carefulily
safeguarded by the Finance Officer.

Subsidiary accounting records will be maintained and reconciled to the general ledger on a monthly
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9.

10.

1.

12.

13.

14.

15.

16.

basis.

A standard Chart of Accounts will be used to provide consistency in financial reporting.

The Finance Office will be responsiblefor maintaining the Chart of Accounts and approvingany changes

toit

FINANCE STAFF

Detailed job descriptions will be maintained in standardized format, for ali Finance Office positions. A
detalled listing of required qualifications will be prepared for all new or vacant positions to ba fitled.

All Finance Office employees will receive a formal . wxitten performance.evaluation on at least an annual

basis.

New employees will be provided formal training. on.systems; processes, and-their respective duties

- ‘beforethey are-aliowed to work unsupervised. The:Finance Officer will hold periodicstaff meetings to

~discuss-group-performance-and 1o assure:continued-understandingof and adherence to prescribed

operating procedures.

BUDGETS

The Finance Officer is responsible for setting the guidelines to be used by Program Directors in
preparing program budgets.

The Program Directors are responsibie for preparation and submission of program budgets to the

Finance Office, upon approvai of the contracts by the funding agency.

The Finance Officer is responsible for submitting the Tribal general fund and indirect cost budgets to
the Judicial Comsmittee, no less than S0 days prior to the beginning of the fiscal year. The Finance
Officer and Administrative Officer are responsiblefor timely preparation and filing of the annual Indirect
Cost Proposal in accordance with federal regulations.

The Finance Officer will prepare all budget revisions for indirect cost and general fund budgets and
submit them to the Judicial Committee for review and recommendation for Council approval.

The Tribal Counci will formally approve and adopt all budgets. To facilitate this process, the Finance
Officer will prepare a budget document which incorporates program, general fund, and indirect cost
budgetsinto a comprehensive Tribal budget and will submit it to the Judicial Committee for review and
recommendation for Council approval. This budget will serve as the basis for comparing actual
expenditures to approved budget levels throughout the fiscal year, and for monitoring the actual
collection of recsipts against planned revenues. Expenditures which exceed approved budget
allocations or are in excess of available matching revenues will not be permitted.
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FORECASTS

Cash forecasts will be prepared by the Finance Officer and pianned expenditures will be reviewed to
ensure that sufficient funds are avallable to cover actual expenditures.

The Finance Officer is responsible for preparing and maintaining forecasts of revenue to be collected,
for assuring that revenues are collected on a timely basis, and for taking necessary steps to curtall
expenditures if actual revenues do not materialize as planned.

FINANCIAL REPORTING

The Finance Officer is responsiblefor preparing and distributing financial reports to Program Directors,
and:other Department Heads, to the Judicial Committee, to the Tribal Chairman, and to the Tribal
Councii. Financial reports will be preparedand distributed no later than fifteen days after the end of the
month.

=
: *The‘zg;llowing financlal reports will be avaliable for review by the Tribal Council each month.,
e A balance sheet showing assets, flabilities, and fund balance for each fund (funding sourcs).

. A combined statement of revenues and expenditures comparing actual year-to-date revenues
and expenditures for each program, general fund, and indirect cost budget to the amounts
contained in the approved budgets.

. Supporting schedules for investments, bank batances, definquent receivables, or loans.

. A narrative report outlining areas which the Finance Officer feels require attention, such as
revenue shortfails, budgets approaching over expenditure, or potential cash flow problems.

Each Program Director or other Department Head will be provided monthly computer printouts that
show detafled comparisons of budgeted to actual revenues and expenditures. The Finance Officer is
responsiblefor bringing budget control problems to the attention of Program Directors and Department
Heads such that they may initiate corrective action. In any case, Program Directors and Department
Heads will be held accountable by the Tribal Chairman for keeping expenditures within budget limits.

MANUALS

Distribution of Standing Rock Sioux Tribe Financial Management Policies and Procedures Manuals will
be controlied by the Finance Office so that all manuals can be kept up-to-date.

The Finance Officer shall be responsiblefor the preparation and submissionof any updates or revisions
to the Manual. Policy changes will require review by the Judicial Committee and approval by the Tribal
Councll. Procedure revisions will be reviewed and recommended by the Judicial Committee and
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24,

27.

approved by the Tribal Chairmen.

Once approved, updates or revisions to the policies and procedures will be distributedto all holders of
Standing Rock Sioux Tribe Financial Management Policies and Procedures Manuals.

A file containing all superseded policies and procedures will be maintained.

ANNUAL AUDIT

An annual audit wilt be conducted of al Tribal accounting recards by an independentfirm of Certified
Public Accountants. The audit will be conducted in accordancs with the requirements of OMB Circular
A-102 and any subsequent revisions, as well as generally accepted auditing standards. The Finance
Officer will be responsiblefor initiating the contract with the auditing firm and for submitting the contract
to the Tribal Council for approval.

All audits will be completed within a reasonable time after the close of the fiscal year to permit uss of
audited financial statements for indirect cost proposals and to allow timely, responsive action to audit
findings. )

The Finance Officer will be responsiblefor coordinating audit activities and for assuring Tribal accounting
records are in auditable condition In order to reduce excessive time by the auditing firm in
reconstructing financial statements.

Thefinal audited financlal staterents will be reviewed with Tribal Managemsntand the full Tribal Councit
prior to release of the statements to outside entities.

RESPONSIBILITY FOR COMPLIANCE

The Finance Officer is responsibie for implementing this policy.
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SUBJECT:
FINANCE OFFICE ORGANIZATION STRUCTURE: INTRODUCTION

This section of the Standing Rock Sioux Tribe Financial Management Policies and Procedures Manual presents
the Organizational Chart for the Finance Office. Within each section of the procedures, responsibilities of
Finance Office empioyees are described along with responsibilities of other Tribal smployees and officers.
Reference should be made to each section of the proceduresto determine which Finance Office employees are
to be contacted or worked with in carrying out procedures contained in the manual.

A current roster of Finance Office employees is presented on the following page. This roster should be
maintained up-to-date as changes occur in personnel. The Finance Office Organizational Chartis presentedin
11-B, which follows.

SUMMARY OF RESPONSIBILITIES

In preparing this manual and in adoptingthe financlal managementpolicies and proceduresit contains, the Tribe
has committed Rself to a very high standard of financial accountabllity. The Finance Office is key to meeting
this standard principally through the actions of its employees, and through its interaction with other parts of the
Tribal operation. For these employees to function properly, they must be secure in feeling that the level of
discipline they must impose on the processing of financial transactions will not be compromised or minimized
by deviations from procedures. Tribal officials are thus responsibilefor making sure proceduresare consistently
followed by all Tribel employees, and for providing support to Finance Office employees as they carry out their
duties.

Finance Office employees, on the other hand, must understandthe level of responsibility and trust each of their
positions carries. These policies and procedures were develeped to strengthen the financial management
function in the Tribe. This objective cannot be reached if Finance Office employees do not exert themselves
fully to carry out their responsibilities, nor if they violate the trust placed in their hands to control and safeguard
the Tribe's assets.

It is implied in the Financlal Management Policies in Section | that only the highest caliber employees will be
employed in the Finance Office operation, that those employees will be adequately trained, and that they will
perform their duties at the highest level of productivity. The Finance Officer will be strictly accountable to make
sure the actions of the Finance Office employees meet these expectations.
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ROSTER OF FINANCE OFFICE EMPLOYEES

Finance Office Management:
Larry Luger
Theresa Plests

Payroll Department:
Stanford Edwards
Helen Hanley
Alice Two Horses

Accounts Payable Section:
Sharon Starr
Beverly Eagle Shield
Cheryl Long Feather

Contract Representatives:
Elton Grey Bull
Debbie Dudley
Holly White

Property Control Unit:
Roberta Ramsey

Credit Office:

Edie Rhoades

Heather Iron Road

Finance Officer

Assistant Finance Officer

Payroll Supervisor
Assistant Payroll Supervisor
Payroll Clerk

Aécounts Payable Supervisor
Accounts Payable Technician
Finance Clerk

Contract Representative

Contract Representative

Contract Representative
Property Control Technician

Credit Supervisor
Credit Clerk
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" Section|ll-A contains Procedures, Forms Instructions,and Forms to be followed and used for all activities within
the General Accounting function. Areas covered are:

DATE 1SSUED: PROCEDURE WO, :
STANDING ROCK SIOUX TRIBE 5-18-83 I
| FINANCIAL MANAGEMENT A
: PROCEDURES [ DATE REVISED: PAGE NO.:
10-1-94 1
‘ SUBJECT:
GENERAL ACCOUNTING: INTRODUCTION
|
|

s A1.0 Purchasing.

* A-20 Cash Disbursements.

e A30 Accounts Recelvable (Receipting).
o A40 Property (Fixed Assets).

Within each area, specific procedures have been developedto assurethat all transactions are handied properly
and according to Tribal Policy as adopted by the Tribal Council.

The procedures in Section Iil-A are governed by the following policies:

( o LA Purchasing.
e |B Cash Disbursements.
e |C Travel.
s D Accounts Receivable/Receipting.
o |-E Property (Fixed Assets).

In addition, certain parts of Policy I~J, Financial Management, define Council policy regarding the accuracy of
recordkeeping thet is to be maintained at all times in order to safeguard Tribal assets.

The Policies that govern these procedureswere developedto accomplish several key objectives. The objectives
for each policy are included in the policy statements. f summarized, the most important points to be made
would be:

1. That the Tribe desires to maintain accurete, up-to-date, and complete accounting records,

2. That the Tribe wishes to have full control of all of its assets and full knowledge of all liabflities,

3. That it is in the Tribe's best interests to have financial processes performed more efficiently, and
4,

That the Tribe must know at all times where it stands financially.

It is important to understand that if the procedures are not followed by all parties concerned, the Tribe will fail
in meeting these objectives.
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The revised procedures contained in this section change some of the previous practices of the Tribe. Most
importantly, the procedures shift the responsibility for purchasing and budgetary control to the programs and
departments, and establish a greater responsibility on the Program Directors and Department Supervisors and
their staffs to maintain accurate financial and praperty records and controls. Certain processes, such as
purchasing, have been streamlined at the program and department level to eliminate unnecessary paperwork
and procedures, without reducing the level of control over purchases and budgets. Other processes, such as
the preparation of "quick checks", have been eliminated at the Financs Office to reduce the disruption of Finance
Office operations. These changes will only work to the extent that the new procedures are faithfully followed.

STATEMENT OF RESPONSIBILITIES

The following is a summary of the major responsiblilities of the various individuals and groups involved in the

General Accounting activities. These are presentedto clearly emphasizethe importance of the various roles that
must be performed to make the procedures that follow work well.

PROGRAM/DEPARTMENT STAFF

Since most transactions ariginate at the program or department level, staff at these levels play the most
important role in assurdng that transactions are fully in compliance with Tribal policies and program requirements,
and that all procedures are followed in initiating transactions. The Tribal Council has recognized this role, and
policy has been revised In this update of the manual to place an even greater responsibility on the programs
and departments to manage their financial aftairs. Key responsibilities include:

» Initiating purchases only through the approved processes. This means purchasing goods or services only
after formal approvals have been given by the Finance Officer on a Purchase Order.

o Complying with all purchasing requirements, such as getting bids when required, making only those
purchases that fall within program restrictions, and planning purchases so that the best use of Tribal and
program funds can be made.

* Properly inspacting all goods received so that the Tribe does not pay for items that ares not equal to what
was ordered, or pays for goads or services never recelvad.

» Lirniting on- and off-reservation travel to only such as can be supported by the budget and program
requirements. This responsibflity extends to afl employees and officials of the Tribe.

* Maintaining complete and accurate financial and property records at the program and department leve!, and

making sure the program and department records are fully reconciled to the Finance Office central
accounting system.

.
et
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PROGRAM DIRECTORS/DEPARTMENT SUPERVISORS

Program Directors and Department Supervisorstruly can make the difference in the Tribe's financial well-being.
When programs or departmentsare well-managed, the Tribe can expect not only o accomplish program goals,
but also to maintain a stable workforce and full financlal accountability. On the contrary, when directors and
officials do not abide by prescribed aperating procedures, Tribal resources are wasted, operating goals are not
met, and the Tribe loses control over its own destiny.

The Tribal Councll has emphasized how important it is for directors and supervisors to take the lead in
establishing strong financial management practices by making directors and supervisors primarity responsible
for enforcing the adopted policies and procedures. The key responsibilities are:

- - »* Exercising control over the actions of employees regarding purchases, travel, and use of property.

* Exercising control over purchases such that budget is not exceeded and program restrictions are fully
enforced. This includes only requesting such goods and services as can be fully justified, and not relying
on others to "block” questionable transactions.

» Making sure that proceduresare foliowed at all times and that attempts to circumvent Finance Office control
- - ~are eliminated. This would include limiting requests for exceptions to normal procasses, or planning travel

s -and purchiases well in advance to avoid last minute errors and possible waste of funds.

FINANCE OFFCE STAFF

The Finance Office staff is the key to enforcementof the Financial Management Procedures, and to malntaining

acontrof over the Tribe's financial activities. A strong central finance operation will counter deviation from
prescribed procedures on the part of programs or departments. The Finance Office has as its principal role the
control of financlal activities. On the other hand, the Finance Office has a major responsiblityto keep Program
Directors and Depastment Supervisors currently informed on the status of their programs. The responsibilities
of the various parts of the Finance Office have been changed underthe new procedures so these responsibilities
may be carried out more effectively.

Accounts Payable Section
This role of this group has been changed to focus its aftention on two major activities: Processing
disbursements, and controlling the flow and recording of all accounting transactions and documents. The

following major responsibilities have been assigned:

» Control of the issuance of Purchase Order numbers has beentransterredto this group, and Purchase Orders
will be entered to the system at the time the purchase is approved to improve control over budgets.

» Non-payroll disbursementchecks will be preparedusing the automated payment systemand following a fixed
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processing schedule. Preparation of *quick checks"” has been elminated.

s Maintenance of control over computer records to ensure proper security of records, accurate and timely
entry of information, and timely issuance of reports to users.

s Safeguarding of checks and other documents which can susthorize disbursement of Tribal funds.

Accounts Receivable/Receipting Function
The Assistant Finance Officer is responsible for control of funds coming into the Tribe. Principally, this includes
recsipting all payments received; making timely and accurate deposits, monitoring amounts due to the Tribe,
and balancing and reconciling all bank accounts. Tribal policy regarding the receipting and deposit of funds

received has been strengthenedto require more frequent submission of receipts to the Finance Office. The
Assistant Finance Officer will monitar adherence to this policy.

Contract Representatives
The role and responsibiiities of the Contract Representatives have been expanded to provide a grsater degree
of control and monitoringof program funds and financial transactions. Keyresponsibiiitiesrelatedto the General
Accounting activities have been expanded to inciude:
s Review of program purchases to ensure they are in compliance with prograrmn purpose and within program
budgets, review of Purchase Orders prior to their approval to assure purchases are proper, and control and
monitaring of purchases so that available cash is not exceeded.

o Review of invoices for purchases prior to issuance of disbursement checks to assure purchases have been
properly made, goods received in satisfactory condition, and all pracedures complied with.

= Review of all travel documents to assure they are complete and properly authorized prior to release of
advances and reimbursements.

* Review of payments on personal services contracts to ensure pa) ment is only made for services performed
in accordance with the contract requirements, and after delivery of required work products.

e Maintenance of the official records for program purchases.

Other responsibilities of the Contract Representativesare presentedin Section Ii-C.

Property and Supply Technician
The Propsrty and Supply function has been transferred back to the Finance Office. The only responsibility
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assigned to this function will be maintaining complete and accurate central property records for Tribal and
program assets. Accordingly, the function has been renamed the Property Control Unit. In carrying out this
responsibility, the Property and Supply Technician is responsible for:

¢ Entering all asset purchases into the Tribe's central property management records.
s Making sure all assets are properly tagged and controlling the issuance of tags.

¢ Working with programs and departmentsto reconcile program and department property records to central

property management records of assets assigned to them. This implies monitoring the conduct of semi-

annual physical inspections of inventories and monitoring asset transfers and sales, as well as providing
g,,,g.» *accurate:monmly reporting to the programs and departments.

N

Finance Officer

( The individual most critical to the proper functioning of the finance operation is the Finance Officer. The Finance
- . Officer mustensure that procedures established are followed, that records are accurately mainteined, and that
Tribal asseis are properly safeguarded. Specific responsibilities within the General Accounting area include:

. Approvalzof Purchase Orders, without which purchases cannot be made.

» Approval of the actual payment for purchases, services provided, travel, and per diem reimbursements.

¢ Control of the use of cash and that the budget levels are adhered to. This means not approving any
purchase or payment that will exceed cash or budget available, making sure all accounts are properly
reconciled, and that all funds due the Tribe are collected and accounted for.

s Monitoring the adherence to policles and procedures on the part of programs and departments and
monitaring Finance Office staff activities to enforce application of the new procedures.

» Monitoring the meintenance of property records at the Finance Office and program/department levels.

CONTRACT OFFICER

The Contract Officer is a new position that has been established to provide a concentration of attention on
operating and financial matters affecting programs andto provide the operations control over program activities.
Responsibliitiesof the Contract Officer include coordination of activities that can commit Tribal funds, such as
the coordination of personal services contracts, processing of travel authorizations, and general monitoring of
program funding. The Contract Officer's function must be closely coordinated with activities of the Finance
Officer. Key responsibilities in this area of procedures are:

« Approval of contracts for leases or personal services to maka sure they are properly negotiated to the benefit
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of the Tribe.

s Approval of travel to assure trips are proper and for appropriate purposes.

Responsibilities related to the monitoring of budgets and coordination of the preparation of contract funding
requests are described in Section Ili- C.

TRIBAL CHAIRMAN

Along with the Finance and Contract Officers, the Tribal Chairman plays a key . role in controling Tribai

. expenditures and the_use.of Tribal.assets. . Responsibiiities outlined include final approval of large purchases,

. leases, consultant contracts, and travel. The most Important responsibility, however, is insisting that the policies

and procedures be followed consistently and without exception. As the chief executive officer of the Tribe, the

Chairman may make exceptionsto procedures within the constraints of Tribal policy. This authority should be

- - - . usedsparingly;because deviationrfrom established procedureswill.cause the whole financial-control of the Tribe

s -~ s-tawweaken andrithese:popcaduresita-besmeaninglessa f-procadures.outlinedsare-followed; the Chairman’s

v -7 sraworkicadiwill-be'minimized-and theisystemwhich.has:beenestablishedwill:isupport properadministration of the
Tribe.

™ TRIBAL 'COUNCIL AND COMMITTEES

The final authority for the management of Tribal resources rests with the Tribal Council. The key responsibility
of the Councilis to establish the limits of spending (in the approved budgets) and to establish and insist upon
standard practices for running the Tribe’s financial aftalrs (policies and procedures). Within these procedures,
Councii approval angd review is also reserved for authorization of contracts and loans from financial institutions.
Beyond this each Council member is responsible for personally complying with established policies and
procedures, particularty with regard to travel and per diem reimbursements.
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PROCEDURE

PLAN AND INITIATE PURCHASE

Purchases of goods or services are to be planned and researched to
obtain the best value at the lowest cost to the Tribe.

a Plan each purchase by:

¢ Determining quantities needed based on expected use over a
two-to-three month period to avold over or under ordering.

» Determining if goods or supplies are already in stock.

* Combining small purchases into larger orders to avoid
( excessive numbers of orders.

s » Determining the exact types of goods or services which are
needed.

b. Research sources of suppliers end vendors to determine prices,
discounts, item numbers and descriptions, shipping and delivery
terms, costs of shipping, and avaitability.

2 Determine if sufficient budget is available for the purchase.

IF SUFRCIENT BUDGET IS NOT AVAILABLE,
DO NOT INIMATE THE PURCHASE.

Instead, discuss the budget shortage and possible solutions with the
Program Director and your assigned Finance Office Contract Represent-
ative.

3. if sufficlent budget is available and no bids are required (sole source or
purchase under $1,000) initiate the purchase by preparing a Purchase
Order (see PREP. E PUR ORDER, below).
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OBTAIN BIDS

DEPARTMENT STAFF

PROGRAM/
DEPARTMENT STAFF

If sufficient budget is available and the purchase is for any item (or group
of items) of equipment, or for other purchases where the combined total
will exceed $1,000, you must first obtain bids, according to the guidelines
contained in Policy No. I-A.

a. if telephone bids are required, abtain the bids and record them on
the TelephoneBid Form (Ret. lli-A-1.1b). Obtain the signatureand
approval of the Program Director.

b. K writen bids are required, prepare a written request for
proposals/bids, outlining the goods or services requested, the
tarms of the purchase, and contractual terms which must be met.
Submit the requestfor proposals/bids to the Program Director for
approval and distribute it to selected vendors/suppliers for
response.

c. i the request for-proposals/bids must be advertised, prepare the
advertising copy and submit it to selected newspapers for
publication.

Once written bids are recsived, review the bids and select the bid which

is most advantageous to the Tribe. Obtain approval of the Program
Director.

PREPARE THE PURCHASE ORDER

To initiate a purchase, prepare a Purchase Order form in accordance with
instructions (Ref. lil-A-1.1a). All requested information must be included

and the form must be typed. If you have any questions, contact the Tribal
Finance Office.

a. Note: One Purchase Order must be prepared for each purchase
BEFORE the purchase can be made, except for the following,
which are requests for payment of recurring expenses or requests
for muitiple payments on one document, all of which will have
been previously approved in some manner:

¢ Payments for utilities, telephone, consultants, and other
purchases that have been billed on a single invoice but are to
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ACCOUNTS PAYABLE 1.

SECTION

be allocated to different programs/departments; and

¢ Requests for multiple payments, such as TWEP payroll, which
Is allocated to the assigned programs, education loans and
higher education grants, court-ordered payments, and Job
Service payments (stipends).

These are fo be processed according to Procedure ll-A-2.1,
INVOICES REQUIRING COST ALLOCATION.

b. Assemble the Purchase Order and any bid forms or
documentation supporting the selected bid. These are to be
submitted to the Finance Office for approval before the purchase
can be made.

c. Submit the Purchase Order to the Prbgram Director for approvai.

Review the Purchase Order. Determine that the departmental budget has
funds for the purchase and if the bid taken has been justified. Sign and
date coples of the Purchase Order to indicate approval of the purchase.
DO NOT SIGN THE ORIGINAL (WHITE) COPY — THIS COPY MAY ONLY
SHOW THE SIGNATURE OF THE FINANCE OFFICER OR TRIBAL
CHAIRMAN.

Submit the approved Purchase Order and any bid forms to the Tribal
Finance Office. An absolute minimum of three working days must be
allowed for the Finance Office to review a Purchase Order after its receipt.

APPROVALS PROCESS AT FINANCE OFFICE LEVEL

Upon receipt of the Purchase Order from programs or departments,
separate them according to the funding source that will charged for the
purchase.

a Send Purchase Orders which will be charged to programs to
Contract Accounting for budget review.,

b. Send Purchase Orders that will be charged to Tribal funds, to the
Finance Officer to verify that sufficient budget is available.
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—_ RESPONSIBIITY PROCEDURE
CONTRACT 2. Upon receipt of program Purchase Orders, compare the amount
REPRESENTATIVES requisitionedto the applicable program budget.

a if the amount would cause a line item of actual expenditures to
exceed the same line item as budgeted, reject the Purchase Order
and return it to the requesting program or department. The
Purchase Order should also be retumed if it is improperly
completed, or if the required bids have not been obtained.

b. Determine that the appropriate coding has been entered on the
Purchase Order.

c. if the Purchase Order is properly completed and within the
applicable budget, initial the Purchase Order and send it to the
Finance Officer for approval and signature.

FINANCE OFFICER 3. Review the Purchase Order received from the Contract Representatives
and determinethat the Contract Representativehas approved it for budget
sufficiency, and verify that competitive bids have been obtained, if
necessary. Review Purchase Orders to be charged to Tribal funds for
budget sufficiency and compliance with purchasing poficies.

a if the purchase is over §5000 or for purchases of equipment or
consulting services, obtain approval and signature of the Tribal
Chaiman before signing the Purchase Order.

b. Sign the Purchase Order to indicate approval, and return it to the
Accounts Payable Section for assignment of the Purchase Order
number, logging, and entry to the accounting system and
distribution.

ACCOUNTS PAYABLE 4. Afer the Purchase Order has been signed by the Finance Officer, enter the
SECTION Purchase Order information in the Purchase Order Log (Ref. lll-A-1.1c) in
the next sequential listing available, and enter the assigned Purchase Order
number from the Purchase Order Log on the Purchase Order.
5. Enter the Purchase Order into the accounting system and distribute the

Purchase Order as follows:

a Purchase Order original (white), yellow, pink, and green to the
requesting depastment.
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b. Kesp the blue copy of the Purchase Order in temporary Purchase
Order file, filed by program funding source, pending receipt of
invoice and the green recelving copy of the Purchase Order from
the program/depastment (see Procedure ill-A-2.1).
PLACING THE ORDER
PROGRAM/ 1. Once you have received the approved Purchase Order copies from the
DEPARTMENT STAFF Finance Office, you may now place the order.

a Sendthe original (white) and yellow copy of Purchase Order to the

vendor.

b. The green copy Is to be used as the receiving copy and is to be
kept In a temporary file by vendor name alphabetically (see

Procedure lll-A-1.2).

c. File the pink copy of the Purchase Order in a permanent file.

When goods or services are requisitioned or received and contact is made
with the vendor(s), instruct them to send the invoices directly to the Tribal
Finance Office accompanied by the yellow copy of the Purchase Order.
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PURCHASE ORDER (IS>
027347
Standing Rock Sioux Tribe
FORT YATES, NORTH DAKOTA 54538
TRISAL FINANCE OFFICE
Date ()
Account No. (3)
Vendor No. (4)
(l) Contract Now () _
Program. (6)
Delivery Data. (?7)
adrees; Discount (8)
)
z Asticies or Sarvices X Unit Price 4 Tow!
(10) (11) @(12)
TOTALS (73)
mmmm-mmu"umum — (16)
Neie: De net saceed tetal smeunt of this erder. This erder —_—
et be a duly suthorizad eificiat of the Sianding Authorized OMicer
Rack Sleux Tribe.
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Purchase Order
PACE#  __INFORMATION REQUESTED DESCRIPTION -
The foliowing are entered by the programs/departments:
1 Name and Address of Vendor Enter name and address of vendor.
2 Date Enter date this form was completed.
3 Account No. Enter the account numberfrom the Chart of Accounts
that this purchase should be charged against.
4 Vendor No. Enter assigned vendor # of the Vendor from the
vendor list.
) 5 Contract No. Fill in contract number if the purchassis on a contract
( or insert Government purchase order number.
6 Program Enter program name.
7 Delivery Date Enter date goods and/or services are needed.
8 Discount Disregard.
9 Quantity Enter the quantity and measure of the units (cases,
Ibs, boxes, etc.).
10 Articles or Service Enter the formal description of the goods and/or
services.
11 Unit Price Enter the cost per unit.
12 Total Quantity multiplied by cost/unit.
13 Totals Total of this purchase order (this is the total of the
column).
14 Program Director or Department Supervisor sign all

copies except the original.
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SPACE # ___INFORMATION REQUESTED __DESCRIPTION

The following are entered by the Finance Office:

18 (Purchase Order Number) A valid Purchase Order number will be assigned by
the Finance Office Accounts Payable Section.

16 Signature Signatureand titie of Finance Officer, and signature of
*Authorized Officer* Tribal Chairman when required.

Only these signatres should appeear on the original of
the Puschase Order.
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Telephone Bid Form

STADLG ROCK STXX TRIEE
TELSPHQE BID FORY

@ LERCEADISE:
1 - Electric Calculator with tape - ten key

with multiplication, addition, Subtraction and

division elements.

@ DATE: January 3, 19

@ OXLPANY NRAME @ 81D GIVEN
3. Olney's - Bismarck, North Dakota SléS.OO
2. Monroe - Bismarck, North Dakots $135.00
3, 1BM Corporation - Fargo, North Dakota $200.00
4,
S.

®) s Caraw

1. Olney's Office Qutfitters - Bismarck. North Dakota

@amm

$125.00

@ Justification for accepting bid other than lowest:

Joe Doe, CETA i Program
PREPARCD BY .

3/3/

DATE:
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Telephone Bid Form

Merchandise

Company Name

Bid Given

Accepted Comparny

Bid Accepted

Justification

Prepared By

DESCRIPTION

Fill in exact date when you prepared bids (e.g.
January 3, 199x).

Fil} in the description of services or merchandise that
you are planning to purchase, These items should
agree with be the items that will be indicated on the
purchase order. Be specific.

Enter the name of the company you have called to
verity your purchase price, as well as the company's
address and telephone number.

Should be a direct quote from merchant. He/she will
sell an item(s) for that price. Make sure that all costs
are added Into the final bid (freight, tax, discount).

indicate the name of the company whose bid was
accepted.

Give the exact amount of quoted bid that you
accepted.

Enter justification for accepting a bid other than the
lowest bid.

Whoever solicited the telephone bids should sign and
date the Telephone Bid Form. The Program Director
shouid also sign the form to show approval of
selection.
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Purchase Order Log
. _SPACE # INFORMATION REQUESTED DESCRIPTION
1 P.O. Number Enter the Purchase Order numbers issued on
approved Purchase Orders in sequential order.
2 Date Enter date the Purchase Order number was issued.
3 Program/Department Name or Enter the program or department name or account
Number numberfrom the Chart of Accounts that this purchase
should be charged against.
4 Amount Enter the amount of the Purchase Order.
5 Initial The Accounts Payable Section staff person who

assigns the Purchase Order number to the Purchase
Order should initial this entry.

DATE 1SSUED: PROCEDURE HO.: |
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GENERAL ACCOUNTING: PURCHASING
Recelpt of Goods
PROCESS FLOWCHART
FINANCE OFFICE TRIBAL
‘ ACCOUNTS PAYABLE |  CONTRACT REPS | FINANCE OFFICER l OFFICERS l

BLUE /SEE III-A-2.1
GREEN/|
cory/

PROPERTY CNTRL UNIT

—

S
DAMAGED

L

SEE 111-A-4.1
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INSPECTION OF SHIPMENTS
PROGRAM/ 1. When goods that have been ordered are received, pull the receiving copy
DEPARTMENT STAFF of the Purchase Order (green) from the temporary vendor file and indicate

on it what items were received in satisfactory condition. Sign and date the
copy, and send it to the Finange Office Accounts Payabile Section to
processior payment when the invaice is received (see Procedure Ii-A-2.1).

a if only a partial shipment has been made, make a photocopy of
the Purchase Order, making sure that it clearly shows that only
partial shipmentwas made, sign and date the copy, and sendit to
the Finance Office Accounts Payable Section to process for
payment when the invoice Is received. Place the receiving copy
of the Purchase Order back in the temporary vendor file pending

receipt of the balance of the order.

b. if only a partial shipment has been made, but the vendor indicates
the rest of the order will not be shipped, indicate on the receiving
copy of the Purchase Order that the order is a partial shipment but
complets. Sign and date the receiving copy, and send it to the
Finance Office Accounts Payable Section to process for payment.

c. If the goods received are items of furniture or equipment, follow
the same procedure as above to process for payment, but also
notify the Finance Office Property Control Unit as provided in
Procedurs 1ll-A4.1, and update Program property records to

reflect the new addition of fixed assets.

d. if the quantity of goods received are more than the quantity
ordered, immediately notify the vendor to see if an error has been
made and to determine how the excess goods will be recovered
by the vendor. Also notify the Program Director to determine what

action the Director wishes to take.

if the goods that have been ordered are to be shipped C.0.D., the same
procedure Is followed as in Step 1, above, regarding indicating on the
receiving copy of the Purchase Order that the goods have been received
in satisfactory condition. For processingthe payment, Procedure (li-A-2.3

for manual checks should be followed.
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EXCESS GOODS RECEIVED
PROGRAM DIRECTOR/ 1. If the quantity of goods received is more than the quantity ordered and you
DEPARTMENT desire to keep the excess goods, first check to see if budget will be
SUPERVISOR exceeded by the excess shipment. If the budget will not be exceeded,
indicate approval of the excess shipmentby initialing the receiving copy of
the Purchase Order. In no case may excess goods be kept when budget
will be exceeded by paying for them.
 PROGRAM/ 2. If approval is given to accept the excess shipment, indicate the quantity
DEPARTMENT STAFF received on the receiving'copy of the Purchase Order, sign and date the
copy, and send it to the Finance Office Accounts Payable Section to
process for payment. Also notify the vendor that the excess shipment will
be accepted.
RETURN OF DAMAGED/UNSATISFACTORY GOODS
PROGRAM/ : 24, . - lf‘goods' that have-been ordered arrive in damaged condition, or are
" DEPARTMENT STAFF * *GtherWise nof satistactony; iinmediately notify the vendor and request that
’ the goods ba taken back. Notify the Program Director/Department
Supervisor and the Finance Officer that this action has been taken. In no
case shouid the Tribe pay for unsatistactory goods or any cost to retum
such goods to the vendor.
PROGRAM DIRECTOR/ 2. Monitor the contacts with the vendor to ensure that proper action will be
DEPARTMENT taken by the vendor to either replace the goods or to avoid billing the Tribe
SUPERVISOR for the shipment. Conversations with the vendor shouid be documented
in notes to the file to be kept with the green copy of the Purchase Order
until the matter is completely resolved.
FINANCE OFFICER 3. Generally, no action is required unless disputes with vendors cannot be
resolved. Monitor such disputes and flag the blue copy of the Purchase
Order so payment is not made until the dispute is resolved.
FINANCE OFFCE PROCESS
ACCOUNTS PAYABLE 1. Upon receipt of the receiving copy of the Purchase Order from the
SECTION

programs/departments, review the copy to assureit is in order, and place
the copy in the temporary Purchase Order file with the blue copy of the
Purchase Order pending receipt of the invoice (see Procedure lll-A-2.1).
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SUBJBCT:

GENERAL ACCOUNTING: PURCHASING
Personal Services Contracts

RESPONSIBILITY

PROCEDURE

PROGRAM DIRECTORS

PROGRAM DIRECTORS
DEPT. SUPERVISORS

PLANNING THE PURCHASE

The use of consulting services commits the Tribe to an added expense and to
an increased workdoad on staff to suppost and manage the consuiting effort.
These services can be used effectively if the work to be performed is pianned in
advance and if the expected work products and results of the engagementare
clearly defined in writing in advance.

1.

When the decision is made to use consulting services, prepare a written .
description of the work expected to be completed and of the results the
consultant is expected to attain. Include the following at a minimum in
the description of woric

» The area of work or analysis to be contracted.

¢ The expected objectives to be reached and a description of final
products to be delivered by the consuitant.

* The expected time frame for the work and expected interim check
points or milestones which will be used to measure progress of the
work and against which to base progress payments.

» Identification of the Tribal employee/manager who will manage the
contract and oversee completion of the work.

¢ ldentification of Tribal resources which may be available to assist in
completion of the work, such as staff time, office facliities and
equipment, elc.

Prepare an estimate of the cost of the contract services and review the

program budget with the Finance Officer to make sure sufficient budget
balancse is avéilable.

IF SUFFICIENT BUDGET IS NOT AVAILABLE
DO NOT INITIATE THE PURCHASE.
\

Determine if bids will be requested or if a sole source contract is
required, and if open advertising will be required. Prepare a dredt of the
advertising copy and assemble all materials which will support the
request for proposals.

OBTAIN APPROVALS TO USE CONSULTING SERVICES

Submit the materials assembled in the preceding steps to the Contract
Officer for review.
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GENERAL ACCOUNTING: PURCHASING
Personal Services Contracts
_ RESPONSIBILITY PROGEDURE
CONTRACT OFFICER 2. Review the packet of materials submitted and discuss with the Program

Director the contract terms which will be required, including

requirements for reteinage. Determine the program tunding which will

be used and confirm with the Finance Officer that funding/budget is
available.

a. Request that the budget for the contract be formally set aparnt
(reserved or encumbered) in the accounting records prior to
issuance of the requests for proposals. (See FINANCE OFFICE
PROCESS, below.)

b. Develop a draft of the contract to be used, following the form of
the Standard Consultant Agreement (Ref. lii-A-1.3a) and identify
any special terms which must be included.

c Prepare the Requestfor Proposals and assemble all required
matertals incloding the‘description of work submitted by the

* Program Director, the'draft of the contract, and any other
materials which will be useful to the consuitants in preparing
their proposats.

d. Prepare a summary letter describing the proposed project and
submit it with the Request for Proposals to the Tribal Chairman
for approval or for scheduling of approval by the Tribal Council
Committees.

TRIBAL CHAIRMAN 3. Review the packet of materials for the requested procurement of

consultant services and approve or disapprove continuing with the
procuremsnt. ‘

a it Tribal Council approval of the final contract will be required,
schedule review of the proposed procurement with the
appropriate Tribal Council Committees for concurrence with the
procurement.

b. Sign the summary letter prepared by the Contract Officer to
indicate approval to proceed.
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SUBJECT:

GENERAL ACCOUNTING: PURCHASING
Personal Services Contracts

—__RESPONSIBIITY

PROCEDURE

PROGRAM DIRECTOR/
CONTRACT OFFICER

SELECTION
COMMITTEE

PROGRAM DIRECTOR
DEPT. SUPERVISOR

CONTRACT OFFICER

1.

2.

OBTAIN PROPOSALS

Prepare the final packet of Request for Proposals, incorporating any
changes suggested by the Tribal Committees, or Tribal Chairman.

a Prepare and submit advertising copy for requests which will be
advertised to selected newspapers for publication.

b. Identify potential consultants, or in response to consuitant
requests from the advertisement, and distribute the Request for
Proposals packet.

c. Develop a schedule and plan for review of proposals, including
selection of the review committes.

When responses are received, conduct the review of proposals following
standards of procedure established by the Tribe, conduct any necessary
reviews of qualifications and any oral presentations deemed necessary.
Select the consultant which is most advantageous to the Tribe and
submit recommendation to the Program Director/Department Supervisor
and Contract Officer.

NEGOTIATE INITIAL AGREEMENTS

Once selection of the consultant has been made, prepare a final standard
Consultant Agreement (Ref. lll-A-1.3a) being careful to describe fully the
work to be done and the required work products. Obtain the consultant's
signature on the Agreement, obtain a signed Federal Form W-9 from the
consuftant, and submit it along with any proposals or woriplans provided
by the consultantto the Contract Officer for review.

Review the Consultant Agreement and any attached documentation and
determine that the services to be provided are clearly defined, that the
products to be delivered are properly described, that amounts to be paid
for fees and costs are clearly described in the contract, and that required
Federal Form W-9 has been attached.

a As appropriate, particularly for larger contracts, request any work
schedules or other descriptive material that will clearly establish
what work will be performed by the consultant and what methods
will be used to complete the project.

DATRE ISSUED: | PROCEDURE %0 .-
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GENERAL ACCOUNTING: PURCHASING
Personal Services Contracts

RESPONSIBILITY

TRIBAL COMMITTEES/
COUNCIL

TRIBAL CHAIRMAN

CONTRACT OFFICER

PROCEDURE

Determine if and to what extent Tribal personnel will be involved
in the contract, particularly if completion of the work may be
dependent on Tribal participation and, if necessary, modily the
Consultant Agreement so that the consultant’s and Tribe's roles
are understood by both parties.

Once it has been adequately establishedthat the Consultant Agreementis
proper, initial and date the Agreement and forward it to the appropriate
parties for final approval:

a.

If the contract is for 30 days or less in duration, submit the
Agreementand documentationto the Tribal Chairmanfor approval
and signature.

i the contract is for longer than 30 days, submit the Agreement
and documentation to the appropriate committees for
consideration and 'submissionto the Tribal Council.

Review agreements submitted and determine that the work to be
performed is consistent with overall Tribal goals and direction.

a.

if the Agreement is for 30 days or less, sign the Agreement to
indicate approval and retum it to the Contract Officer for

If the Agreement requires Tribal Councll approval, hoid the
Agreement until a resolution has been passed to adopt it. Then,
sign the Agreement and retum it to the Contract Officer for
distribution.

If the cost of consulting services are to be charged to a federal
contract, send the contract and copies of Tribal approvals to the
appropriate Federal monitoring office for approval, prior to
authorizing the start of services under the Agresment.

Once all Tribaland federal contract approvals have been granted, distribute
coples of the Agreement to the following as appropriate.

a.

Original - to the program/department to be submitted with the
Purchase Order to the Finance Office for establishing budget
controls. Federal Form W-9, signed by the consuttant, must be
submitted with the contract.
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‘GENERAL ACCOUNTING: PURCHASING
Personal Services Contracts
—_RESPONSIBILITY PROCEDURE

b. One copy to the program/department to be used in monitoring the
contract.

c. One copy to the BIA Area Office as appropriate under program
guidelines.

d. One copy for the Contract Officer to be used In monitoring
performance.

e. One copy to the consultant.

PREPARE AND SUBMIT THE PURCHASE ORDER

PROGRAM DIRECTOR 1. Whenthe signed and approved Agreementis received, preparea Purchase
.. DEPT. SUPERVISOR Order form in accordance with Instructions (Ref, Hi-A-1.1a), sign and
submit the Purchase Order and original copy of the contract to the Finance
Officer for final budget approval.
FAINANCE OFRCE PROCESS

FINANCE OFFICER 1. Upon receipt of the Purchase Order and signed Contract Agreement, sign
the Purchase Order and submit the packet to the Accounts Payable
Section for entry to the accounting system.

ACCOUNTS PAYABLE 2. Enter the Purchase Order information into a separate section of the
SECTION Purchase Order Log book, enterthe assignedpurchase order numberfrom
the Log onto the Purchase Order, and enter the Purchase Order into the

accounting system.

a Enter or verily that the consultant’s vendor information, including
appropriate federal Form 1089 information, is in the accounting
system.

b. if the contract will require more than one payment to the
constitant, establish a *master” Purchase Order number for the
contract that will be referenced in all subsequentpayments. The
*master* purchase order number should be unique for sach
contract.
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GENERAL ACCOUNTING: PURCHASING
Personal Services Contracts

___RESPONSIBILITY

PROCEDURE _

In the eventthat entry of the Purchase Order resultsina budgetdeficiency,

immediately review the system reports with the Finance Officer to
determine if the Purchasa Order and contract are to be held. The Finance
Officer will direct follow-up action, including holdingthe purchase, creating
budget adjustments, or reducing the amount of the contract.

Distribute the Purchase Order and packet as follows:

a Purchase Order original (white), yellow and pink to the depestment

or.program.

b. Purchase Order green copy and Contract Agreement original to
the Contract Representatives (for program contracts) or to the
Finance Officer (for Tribal funds contracts) for fiting as the official

coples.

c. -+ Keep the blue copy -of the Purchase Order in the temporary
Purchase Order file; filed by program funding source, pending

receipt of billings.

MODIFICATIONS

Modifications of agreements should be processed in the same fashion as above,
except that modifications to an agreement of less than 30 days duration which will
extend the time to more than 30 days must be processed through the Tribal

Council for approval.
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*  FORM INSTRUCTIONS: FORM NO. ll-A-1.3a
Standard Consultant Agreement
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FORM INSTRUCTIONS: FORM NO. IlI-A-1.3a
Standard Consultant Agreement

_ The Standard Consultant Agreementform in use will be provided by the Contract Officer. The form will always
include two parts:

Part I, a cover page that contains the following:
1. Name, address, telephone, and tax identification of the contractor.

2. Project Objectives: A listing of the key objedlives of the project. This will include project phases
or check points and the start and end dates for sach phase.

3. Final Products: A listing of the key work products to be completed in the project. Each phase
of the project should result in a product or report that can be reviewed as the
project Is. conducted.

4. Cost Breakdowr: The cost of the project contract should be broken down into the fee and cost

components agreed to in the contract negotiations.

*Part il 1he-‘fa‘rm§of1hecagraemem:-"2‘.’l31fs~partémcludesvalBmot:mez_agwement;.mdudingw provision for

- aretainggestermssegdrdingthe:delivensicfovoriyproducts;reviewdby:the-Tribe; tetras of payment, ownership of
t work products:and conditions’ torterminationiofthis:agreeménts-Detalled'schedules orproject: specifications
should be“attached to the:Standard Consultant Agreement,as needed.

v "--«ma‘a'gr"a‘emehmuwsigﬁddWme'ﬁibareﬁakmaﬁdmmmiand'pmvidemneWewbythaContract
Officer.
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GENERAL ACCOUNTING: PURCHASING
Approval of Billings - Consulting Services

—RESPONSIBILITY PROCEDURE
PAYMENT OF BILLINGS
PROGRAM DIRECTOR 1. Payments for services under Consultant Agreements follow normal
disbursementprocesses (see Procedure [i1-A-2.1 and Procedure {ll-A-2.2)
except that payment approval must be based on review and acceptance
of a progressor final report and work products provided by the contractor.

a Review products delivered and determine they are in conformance
with provisions of the Agreement, then sign and submitthe invoice
to the Accounts Payable Section for pracessing according to
normal procedures.

b. File work products/reports in project files with coples of payment
documents.

c. if work products are not in conformance notify consultant of
deficiencles to be corrected and withhold processing of invoices
until products have been satisfactorily delivered and accepted.

2. If a retainage has bean specified in the Contract Agreement, reduce the
amount of each payment billing by the applicable percentage.
REVIEW OF WORK PRODUCT/
* REPORTS AND CONTRACT COMPLIANCE
ADMINISTRATIVE 1. To assureall consulting services contracts are completed in a manner that
OFFAICER accomplishesthe results expected by the Tribe, conduct a periodic review
CONTRACT OFFICER of the progress of each contratt.
PROGRAM DIRECTOR
CONTRACT a Review the terms of the Contract Agreement and all supporting
REPRESENTATIVE materials, particularly work schedules and descriptions of

checkpoints or milestones and key work products, and establish
a contract review schedule for each contract.

b. Arrange for the consultant to provide special reports or
presentationsif needed, at the requestof the committee, to explain
progress and to review work products completed. This review
may be included as part of the normal reporting process on the
project.
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GENERAL ACCOUNTING: PURCHASING
Approval of Bilings - Consulting Services

PROCEDURE =

CONTRACT OFFICER

FINANCE OFFICER

2.

c. Review all work products and reports submitted with progress
bilings. Compare producits to the contract terms and
requirementsto evaluate the consultant’s performance.

d. Review the actions the Program Director has taken to manage and
oversee the consuitant's work, and determine if the Tribe has
completed its obligations.

Prepare a summary review report outlining any actions to be taken as
result of the review.

a If the consultant is behind schedule or has falled to complete

required work or products, send a letter to the consultant

- _identifyingthe deficienciesand requestingaresponseand plan for

. » :=-completing-thesdeficient.items. . Thistletter may trigger legal

» <--1x.csprocesdings;soitrshould clearly- identify.the- deficiencies and
* " @xpected action by the-consultant.

‘b, * If the déficiencies rioted are on the part of the Tribe or program

“ % e e esgtafiroltineicomrectiveraction to betaken bytheProgram Director.

3.

Review responses by the consultant to determine if corrective action is
being taken. If no response is received or if the response is inadequate
given the seriousnessof deficiencies, consider suspendingthe contract.

a if a contract Is suspended, notify the consuitant in writing and
submit a caopy of the notice to the Administrative Officer and
Finance Officer to prevent further payments.

b. Review suspensions with Tribal attorneys to determine it legal
action should be taken to recover excess payments.

It a contract Is suspended, place a hold on all further payments to the
consultant, including any amounts which have been held in retalnage. No
further payments should be made until the deficiencies have been
corrected.
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GENERAL ACCOUNTING: PURCHASING
Leasing of Equipment

RESPONSIBILITY

PROCEDURE

PROGRAM DIRECTOR

ADMINISTRATIVE

OFFICER

TRIBAL CHAIRMAN

ADMINISTRATIVE
OFFICER

To inltiate a lease arrangement prepare a Purchass Order and process it
following normal procedures (see Procedure lll-A-1.1). All information
pertinent to the lease terms must be included with the Purchase Order.

Once approval for the lease has been received on the Purchase Order,
obtsin from the vendor the lease agreement for the equipment. Reviewthe
lease terms, obtain any clarification necessary, then submit the agreement
to the Administrative Officer.

Review the lease agreement, making sure that the Tribe will not be
commiitted to a term of lease longer than necessary, and that the lease can
be canceled at the end of any fiscal year or program year. if all terms are
acceptable, initial the agreement and submit it to the Tribal Chairman for
approval.

Review lease agreements and sign to Iindicate approval. Retum the
agreements to the Administrative Officer for distribution.

Upon receipt of the approved agreements, distribute copies as follows:
a Original to the Finance Office.

b. One copy to the program for program files.

c. One copy to the vendor.

d. One copy retained in Administration Office files by program.

DATE ISSUED: | PROCEDURE BO.<
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INVOICE RECEIVED BY PROGRAMS/DEPARTMENTS

When a vendor invoice Is received by a program or department directly
from the vendor, check the temporary vendor file to see if the receiving
copy of the Purchase Order has been submitted to the Finence Office
Accounts Payable Section.

a if the receiving copy has been sent, review the invoice to maks
sure it Is correct, sign and date it as ready for payment, and send
it to the Accounts Payable Section for processing.

b. If the receiving copy has not been sent, but has been property
completed to indicate recsipt of goods, compere the details of the
invoice to the detalls on the receiving copy, indicate any

( differences on the invalice, sign and date the invoice, and send it
and the recelving copy to the Accounis Payable Section for

c. If the receiving copy indicates that partial shipment has been
received, compare the detalls of items received to those on the
invoice, adjust the invoice for any items billed but not received,
notify the vendor of the adjustment, sign and date the invoice, and
send it to the Accounts Payable Section for processing.

d. It the receiving copy has not been sent, but indicates that no
goods have been received, investigate whether and by whom the
goods were received.

* Where it can be verified that the goods were received,
indicate receipt on the receiving copy, mark any
differences on the invoice, sign and date both the
recelving copy and the invoice, and send them to the
Accounts Payable Section for processing.

|

. Where receipt of goods cannot be verified, notify the
vendor that there is a dispute on the invoice, and send the
invoice to the Finance Officer for further investigation.

e. if the invoice received cannot be matched to any Purchase Order,
the purchase Is unauthorized. Send the invoice to the Finance
Officer, who will retum it to the vendor with a letter indicating the
purchase was not authorized and payment will not be made.



Receipt of Invoices

PROCEDURE

The only exceptions to this rule are:

L] Recurring bilings for utilities, telephone, etc., which are
approved by virtue of the connection of the utility, and

] Requests for muftiple payments for certain program
disbursements, such as, TWEP payroll, education loans
and highereducation grants, court-orderedpayments, Job
Service stipends, and other pre-approved disbursements
like payroll deductions, all of which are approved through
other official processes.

2. if the invoice is a biliing for recuriing expenses, such as utilities and
telephone charges, prepare a Purchase Order form for each Invoice,
following the instructions in Procedure fil-A-1.1, sign and date the invoice,

~ and submit the Involce and the Purchase Order to the Accounts Payable -
Section for payment.

3. Invoices from-a single vendor that are to be allocated to different programs
(such as telephone, utilities, or consultant billings), and requests for
muitiple payments must be handled as provided below under INVOICES
R IRl TION.

INVOICES REQUIRING COST ALLOCATION

These procedures are to be followed to process invoices received from a
vendor that are to be allocated 1o different programs. Examples of such
payments are allocated payments for utilities, telephones, etc. These
procedures are also to be followed to procaess requests for muitiple
payments, such as, TWEP payroll, education loans, Higher Education
grants, court-ordered payments, Job Service payments (stipends), and
disbursement of payroll deductions (See IIi-B-5.3).

A separate Purchase Order number must be assigned for each different
programy/depertment to be charged. For allocations of single invoices, this
may be accomplished by preparing a separate Purchase Order for each
portion of the allocated cost, or by showing the cost allocation on one
Purchase Order form, on which the Accounts Payable Section will assign
a unique Purchase Order number for each allocation. Requests for
multiple payments should be listad on one Purchase Order form.
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When a single involce is recsived for shared costs such as telephone and
utifities, calculate the amount to be charged to each program/department
and prepare a Purchass Order for each program/department, or prepare
one Purchase Order form and indicate the cost allocation on that form.

a if a separate Purchase Order is prepared for each programy
department, obtain the signature on the copies of the Purchase
Orders from each Program Director/Department Supervisor.
Submit the Invoice and all of the Purchase Orders for the various
programs/departments togetherto the Accounts Payable Section,
so the allocation of costs may be reviewed.

b. if a single Purchase Order form is prepared, obtain the signatures
of the various Program Directors/Department Supervisors on the
one forrn next to their respective cost allocations, and submit the
Purchase Order form to the Accounts Payable Section for
payment. Provide each program/department with a copy of the
Purchase Order for their individual accounting files.

For requests for multiple payments, list the individual payees (TWEP
workers, grantees, child support recipient, etc.) on the Purchase Order
form, indicating the account coding for each payee. Sign and submit the
forms to the Accounts Payable Section for payment.

INVOICE RECEIVED BY THE FINANCE OFRCE

Invoices received through a program or Department should aiready have
been reviewed and compared to recelving copies of Purchase Orders for
correctness.

a If the invoice alone is recsived, pull the blue and green (recaiving)
copies of the Purchase Order from the temporary Purchase Order
fils, and compare the details of the invoice to those on the
receiving copies of the Purchase Order. if there are no
axceptions, process the invoices as in Steps 3 and 4, below.

b. It the invoice and receiving copy of the Purchase Order are both
received, pull the blue copy of the Purchase Order from the
temporary Purchase Order file and compare the details of the
invoice and receiving copy to the biue copy of the Purchase
Order. If there are no exceptions, process the invoice as in Steps
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3 and 4, below.

if the invoice and a Purchase Order are both received, such as for
recurring payments or requests for payments that do not require
cost alocation, enter the Purchase Order into the Purchase Order
Log, enter the purchase order number from the Log onto the
Purchase Order, then process for payment as in Steps 3 and 4,
below.

When Purchase Order forms are received from programs or
departments for invoices or payments to be allocated or for
multiple payments, a ssparate purchase order number must be
assigned to each part of the allocation or to each distinct payee.

1) ~ Distribute the forms to the Contract Representatives for
-review. of coding and budget availabllity, as per normal
processing.

2) Once the forms have been reviewed and approved, enter
each different allocation in the Purchase Order Log, and
enter the assigned purchase order number for each cost
allocation on the Purchase Order form. For muitiple
payments, such as TWEP payroli, assign a different
purchase order number to each worker/payee.

Enter the Purchase Order information into the accounting system
and process for payment following normel procedures.

Any exceptions should be processed as outlined below under
HANDLING EXCEPTIONS ON INVOICES.

i the invoice is received directly from the vendor, determine the Purchase
Order Number from the invoice and refer to the Purchase Order Log ta
obtain the name of the program pilacing the order.

a

i the invoice has no Purchase Order Number or the person or
program who ordered goods/services is not known, call the
vendor fo0 obtain the needed information. it the vendor cannot
provide the information, send the invoice to the Finance Officer
who will return the invoice to the vendor with a letter indicating the
purchase was not authorized and payment will not be made.
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After the program has been determined, pull the blue copy of the
Purchase Order from the temporary Purchase Order file and check
to see that the receiving copy of the Purchase Order (green) has
been sent by the program/department. Compare the details on
the invoice to those on the recelving copy of the Purchase Qrder.
If there are no exceptions pracess the invoice as in Steps 3 and
4, below.

Any exceptions should be processed as outlined below under
HANDLING EXCEPTIONS ON INVOICES.

lf the appropriate steps above have been taken and there are no
exceptions regarding the invoice or the receipt of goods or services, the
foliowing packet of documentation supporting the payment should be
avallable for each payment:

The original Invoice, signed by the program or department if the
invoica was received directly by them,

The recelving copy of the Purchase Order, signed by the person
receiving the goods or services, and (for partial shipments) a
signed copy of the recsiving copy of the Purchase Order, or a new
Purchase Order for recurring payments and requests for multiple
payments,

Copies of bids, and
The blue copy of the Purchase Order.

Submit the documentsation packet to the appropriate Contract
Representativesfor review prior to entry to the system,

After review by the Contract Representatives, place the complete

packet into the Bills to be Paid file, separated by programs/
departments.

Review the packet of documentation for invoices to be paid.

a

b.

Verify that the purchase order number for that invoice is correct
and that there are no duplicate purchase order numbers.

Verify that the purchase order contains a valld Vendor number,
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1.

and that the computer system Vendor file for that vendor contains
the appropriate Federal Form 1099 informetion for individuals.

Verify that the proper account coding has been used and that the
payment will not cause budget to be exceeded.

iniial and date the documentation packst as approved for

payment and retum the packets to the Accounts Payable Section
for preparation of checks in accordance with Procedure IlI-A-2.2.

HANDLING EXCEPTIONS ON INVOICES

These procedures are to be followed when an Invoice is received from a
vendor and exceptions are noted which do not permit processing the
invoice for payment without further clarification that the goods or services
billed have besn actually'received. The following conditions may create
exceptions:

The recsivingcopy- of the Purchase Order has not been received
from the program or department, or

Thereare differencesbetween detalls on the invoice and detalls on
ths racelving copy of the Purchase Order.

If the receiving copy of the Purchase Order has not been received,
contact the particular program or departmentto obtain certification
that the goods have been received and payment can be made. K
needed, route a copy of the original invoice to the program or
department, requesting that the complsted receiving copy of the
Purchase Order be retumed to support payment of the invoice.

\
it there are any differences between detalls on the invoice and
details on the recsiving copy of the Purchase Order, contact the
programs/departments to meke sure that items listed on the
recelving copy of the Purchase Order are correct as stated.

1) if the receiving copy is correct, notify the vendor that
adjustmentswill be made to the invoice, particularly where
amounts to be paid will be different from amounts billed
on the invoice. Mark the adjustments on the invoice, then
process it as in Steps 3 and 4, above, Theseadjustments




STANDING ROCK SIOUX TRIBE
FINANCIAL MANAGEMENT

PROCEDURES

51883 Hi-A-2.1

DATE REVISED: PAGE NW0.:

10-1-94 9

GENERAL ACCOUNTING: CASH DISBURSEMENTS

Receipt of Invoices

—RESPONSIBILITY

PROCEDURE

s"-h' J‘)f“' 1«" .

DEPARTMENT STAFF

2)

should mainly be for differences in quantities of goods
recelved.

It the receiving copy Is not correct, send a copy of the
original invoice and the receiving copy of the Purchase
Order to the program/department for their review of
differences. File the invoice in the temporary Purchase
Order file with the blue copy of the Purchase Order.

if the difference between the invoice and the recelving copy of the
Purchase Order has to do with the amount charged for the various
items, contact the vendor to see if an error has been made,
especially if the amount billed is higher.

1)

2

if the higher amount billed is a proper price adjustment,
contact the Contract Representatives to determine i
sufficient budget is available and notify the Finance Officer

and Program Director. if budgetis avallable, processitas

In Steps 3 and 4, above.

If it is determinad the price adjustments are not proper,
notily the vendor that adjustments will be made to the
invoice, mark the adjustments on the involce, then
process it as in Steps 3 and 4, above.

Note - Where bids have been obtained, there shouid be no price
adjustmants.

The Accounts Payable Section will notify the program or department (or
submit a copy of the vendor’s invoice) when an invoice has been received

and a recelving copy of the Purchase Order has not been received by
them or when it is determined that the information on the receiving copy
is not correct compared to detailsion the vendor'sinvoice. In either case,
the serious question raised Is whether or not the goods purchased have
been properly received and accountsd for. immediate action should be
taken.

if notification is received from the Accounts Payable Section
because the receiving copy of the Purchase Order has not been
submitted to them, check the temporary vendor file to see if the
raceiving copy of the Purchase Order is still there. If it is found
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and has been completed by the person receivingthe goods, retumn
the receiving copy (and copy of the invoice as appropriate) to the
Accounts Payable Section for processing.

b. it the receiving copy is not found or Is found but not completed,
investigate whether and by whom the goods were racaived.
Where it can be verified that the goods were received, indicate
receipt on the receiving copy, sign and date i, indicate any
differances on the copy of the invoice, and retum the receiving
copy and the copy of the invoice to the Accounts Payable Section
for processing.

c. Where recelpt of goods cannot be verified, notity the vendor that
- there is a dispute on the invoice, and notify the Finance Officer,
~ < who.will. conduct further investigation.

- -od, s lRthe copy of the invoice is-received with the.recelving copy of the
-2 = & PurchasevOrder:because information on the receiving copy is
- »ot - inComect: investigate theudiferences and verily the. goods were
- oo vt oreceived “asrshown—ont the-invoice, -indicate ‘any remaining
differences on the invoice, sign and date it, and retum it with the

recaiving copy to the Acocounts Payable Section for processing.
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DEFINITION OF TERMS

Non-payroll checks are prepared twice daily according to the following schedule:

Requestsfor payment received by the Finance Office by 10:00AM: Checks
processed and distributed by 11:30AM.

Requestsfor payment racelved by the Finance Office by 2:30PM: Checks
processed and distributed by 4:00PM.

A request for payment may consist of ona of the foliowing:

The packst of documentationfor vendor invoices to be paid (See Ili-A-2.1),

Travel Authorization, Trip Expense Report, or Mileage Claim forms for trave!
advances and reimbursements (Ses lli-A-2.4),

A request for Salery Advance or Salary Loan (See section il1-B), or

A Purchase Order form for all other payments, supported by appropriate
documentation including, Court Payment orders for child support, bond
refunds, etc., payroll listings for payment of payrolt deductions, listings of
grantees or loan reciplents, fistings of Job Service payment recipients, and
other misceliansous payment authorizations.

No payments will be processed without proper authorization for the payment on
one of these forms of request.

1.

ENTRY OF PURCHASE ORDER/INVOICES

To initiate the process, assembig all requests for payment recelved by the
morning or afternoon cutoff period, packets of documentationapproved by
the Contract Representatives (Procedure lil-A-2.1), and documentation on
any manueal checks that have been prepared. Prepare Batch Recap forms
(Reft. 1ll-A-2.28) for each betch to be entered.

a Select the Add Records to Monthly Transaction File function in the
computer system and enter Purchase Order and Inwvoice

information, first entering the Batch Recap then the individual
transactions. Enter the assigned Purchase Order Number as the
Voucher Number. Enter any manual checks at this time.
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1.

b. When all batches and transactions have been entered, run the
computer program to produce the Edit List - Vouchers.

Review the Edit List - Vouchers report and the related documentation
packets, comparing amounts shown on the report to amounts contained
in the documentation. indicate on the report any corrections to coding
which must be made and if any payments are to be held. Initial and date
the report and the documentation packets.

Note - The decision to hold payment may be because of dispute with the

-vendor. Mainly the decision will be based on the avallabliity of cash
balances. In no case should checks be written which will overdraw the
checking accounts.

GENERATE AND DISTRIBUTE CHECKS

After the Edit. List - Vouchers report has been reviewed, separate the
documentation packets for those items not to be pald and place them
back into the Bills to be Paid file: For the remalning items:

a Enter arty corrections indicated on the Edit List into the computer

system, using the Records to Monthly T Fil
function.

b. Run the Post New Vouchers function in the computer system to
post the batches and transactions.

c. Run the Accounts Payable computer subsystem, {ollowing the
computer instructions, and generate the Qutstanding Vouchers

Listing, the system generated Check Register, and the checks
(Ref. lll-A-2.2b). |

d. Match the checks with the related documentation packets and
send the compieted payment packets to the Finance Officer for
signatureapproval. (The payment packets will include the checks,
related documentetion,and the system-generatedCheckRegister.)

e. For additional control, enter the check numbers used in numerical
sequenceand the related Purchase Order number into the Check

Register manual log (Ref. I-A-2.2c). Initial each entry for later
reference.

'DATE ISSUED: | FROCEDURE WO.: |
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FINANCE OFFCER 2. Review the payment packets for correctness, determine that the check
information matches information in the documentation, then initial and date
the yellow and pink copies of the checks to indicate appraval.

a Run the checks through the check validation/signature plate
maching.

b. Retumn the approved payment packets to the Accounts Payable
Section for distribution.

ACCOUNTS PAYABLE 3. Once payment packets have been approved by the Finance Officer,
SECTION separate the packets and distribute as follows:

( a Malt the original check to the vendor.

b. File the yellow copies of the checks numerically by funding source
for use in bank reconcillations.

('

Attach the pink coples of the check to the documentation packet,
sendthe packet for program payments to the appropriate Contract
Representativefor filing in the respective program files, and file the
packets for general fund, indirect cost, and other Tribal funds
payments In the paid vendor file.

)
“%
o

¢

d. if the paymentwas for purchase of fumiture or equipment, prepare |
a photocopy of the check and invoice and send them to the
Property Control Unit for recording of asset purchases (see
Procedure 1i-A-4.1).

CONTRACT 4 File the payment packet received frorﬁ the Accounts Payable Section into
REPRESENTATIVES the program files for the appropriate program.
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VOUCHER/PURCHASE ORDER BATCH RECAP FORM

() VOUCHER BATCH RECAP
() PURCHASE ORDER RECAP

GROSS TOTAL OF VOUCHERS/P.Os $

First Vo/PO # 2 BATCH CONTROL # (5)
LastVoPO # __ (3) Entry Date: (3]
Prepared by: (4) DP Entry by: @
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SPACE #

—INFORMATION REQUESTED
GROSSTOTAL OF VOUCHERS/POs
First Vo/PO #

Last Vo/PO #

Prepared by:
BATCH CONTROL #

Entry Date:

DP Entry by:

~DESCRIPTION =

Enter the total amount of the purchase orders or other
payment documents included in the batch.

Enter the first Purchase Order or payment document
number included in the batch.

Enter the last Purchase Qrder or payment document
number included in the batch.

Initial of the person preparing the batch recap form.

Enter the sequential Batch Control numberapplicable
to this batch of documents.

Enter the date the batch is entered into the system.
Also indicate if it is the morning or afternoon payment
cycle, if appropriate.

Iniial of the person entering the batch into the
system.
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Check

For security reasons, a copy of the check has not been reproduced in this manual.

The check contains a payment stub which shows the invoice number, the voucher/purchase order number, and
the amount paid for each voucher/purchase order. The check number is indicated on the check stub for

payments generated from the accounting system.
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SUBJBCY: -
FORM INSTRUCTIONS: FORM NO. li-A-2.2¢
Check Register
_SPACE# ___ INFORMATION REQUESTED DESCRIPTION
1 Check No. Enter the check numbers issued sequentially.
2 Payes Enter the name of the payee as shown on the check.
3 Amount Enter the amount of the check.
4 Date Enter the date the check was prepared.
5 Voucher/PO No. Enter the voucher/purchase order number paid by
this check.
initial The Accounts Payable Section staff person who

prepares the check should initial this entry.
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PROCEDURES [ DATE REVISED: PAGE NO.:
10-1-94 3
GENERAL ACCOUNTING: CASH DISBURSEMENTS
Manual Checis
:PROCEDURE
PROGRAM/ 1. To request a payment outside of the normal disbursement cycle, submit
DEPARTMENT STAFF justification to the Finance Officer along with any cther documentation

required for the payment, as spacified in Ill-A-22. The justification must
indicate why the payee cannct walt to recelve payment in the normal
moming or afternoon payment cycls. Reasons stich as convenience or
lack of planning wil not be accepted. All normal approvals for the
payment, such as required approvals for salary advances, must have been
obteined in advance of the requestfor the manual check. Sufficientbudget
must be available for the purchase or expense.

FINANCE OFFICER 2. Upon receipt of the request for manual check from the programs/
depariments review the request and determine if it is properly justified and
i il required documentation has been completed. Indicate approval or
denial of the request and the reason for the decision, then sign and date
N - - the request.

a it the request is denled, notify the requestor and place the
payment packet into the file for the next normal payment cycle.

b. if the request is approved, submit the payment packet to the
Accolnts Payabie Section for processing of the manual check.

ACCOUNTS PAYABLE 3. Upon receipt of the approved manual check payment packet and
SECTION documentationfrom the Finance Officer, prepareand distributethe manua!
check as follows:

a Review the documentation for complsteness. It should include
authorizations for the purchase or disbursement, certification that
the goods or services have been received, an approved vendor
invoice for purchases, certification that budgetis avaiiable, and the
proper account coding for the program or accounts to be
charged.

b. Assign a Purchase Order number to the payment support
document, entering the information in the Purchase Order Log
(Ref. Ill-A-1.1c).

c. Prepare the manual check and record the manual check number
and information in the Check Register (Ref. ill-A-2.2¢).

d. Submit the check and payment documentation packet to the
Finance Officer for signature approval.



. — RESPONSIBILITY PROCEDURE

FINANCE OFFICER 4 Compare the check information to the information in the documentation
packet, then initial and date the yellow and pink coples of the checks to
indicate approval.

a Run the check through the check validation/signature piate
’ machine.

b. Retumn the checks and documentation to the Accounts Payable
Section for distribution.

ACCOUNTS PAYABLE 5. Distribute the check copies and documentation as-follows:
a Distribute the original check to the requestor.

b. - Piace the ysliow.copies of.the checks in a file for entry to the
" computer system.

4e.- » 1 -Fllo:the documentation and the pink .check coples in the paid
.+ .»vendor #ile ifthe-payment was.for. Tribal funds, or-send the packet
- for program payments to the appropriate Contract Representative

for filing in the program files.
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DATE REVISED:

DATE I5SUED:
51883

PROCEDURE WO. :
-A-2.4

10-1-94

PACE WO.:

SUBJECT:

GENERAL ACCOUNTING: CASH DISBURSEMENTS

Travel Reimbursements

PROGRAMDIRECTOR/ 2.

DEPT. SUPERVISOR
\
|
|

TRIBAL CHAIRMAN

PROGRAM/
DEPARTMENT STAFF

4,

PROCEDURE

PRE-TRAVEL APPROVALS AND ADVANCES

To request advance approval for off-reservation and out-of-state travel,
prepare a Travel Authorization Form (Ref. ill-A-2.48) according to
instructions. All requested information must be included, including any
requests for fravel advance up to the 80% limit. Submit the completed
Trave! Authorization form to the Program Director for approval and

signature.

Review the Travel Authorization form and determine if the department or
program budget has funds for the travel request, and it the travel is
necessaryand consistentwith program objectives. Disapprovethe request
if specific travel budgetis not included or avallable in the program budget.
if the travel is proper and approved, sign and date the Travel Authorization
and send it to the assigned Contract Representativefor review of budget.

Review the Trave! Authorization and attached documentationto determine
if budgetis availabie for the trip and that the Travel Authorization has been

properly codad.

a. If there is Insufficient budgetfor the trip, notify the Finance Officer
that the trip is to be disapproved. Prepare a photocopy of the
Travel Authorization form and return it marked “disapproved*to the
requasting program or department. File the original Travel
Autharization in the contract files to document the action taken.

b. If travel Is within budget, initial the form and send i and all
documentation to the T_riba! Chairman for final approval.

Reviewthe Travel Authorization form received from a program/department.
If properly completed and apprqval Is to be granted, sign and date the
Travel Authorization form to indicate approval, and return the form to the
requestingprogram or depariment. No travel may be undertaken until this

approval has been given.

After receiving the Tribal Chairman's approval for the travel, submit the
approved Travel Authorization form to the assignedFinance Offics Contract
Representative if a travel advange check is to be requested. Note that
travel advances will only be issued through the normal dally check
processing cycles. DO NOT REQUEST IMMEDIATE PAYMENT OF THE
TRAVEL ADVANCE THROUGH MANUAL CHECK. Such requests will be

denied.
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PROCEDURES ™ DATE REVISRD: PAGE BO.:
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GENERAL ACCOUNTING: CASH DISBURSEMENTS
Travel Reimbursements
__RESPONSIBILITY PROCEDURE -
\
CONTRACT 6. Process any approved Travel Authorization form that requests a travel
REPRESENTATIVE advance in the following manner:

a it there is sufficient budget for the trip, determine that no other
travel advances are ouistanding for the traveler. Hf there is an
outstanding trave! advance for the traveler, deny the request for
advance and return a copy of the Travel Authorization form to the
requestor. Note that this denlal does not disapprove the travel,
but only the issuance of a travel advance. File the Travel
Authorization form pending recelipt of the Trip Expense Report.

b. If the travel advance is approved, initial and date the Travel
Authorization form and submit it to the Accounts Payable Section
for processing in the-next normal check processing cycle.

ACCOUNTS PAYABLE 7. Upon receipt of an approved Travel Authorization form from the Contract
SECTION Representatives, assign a Purchase Order number to the Travel

Authorization, and enter information from the Authorization into the

Purchase Order Log (Ref. Itl-A-1.1c), then process the form for payment

and approval of the Finance Officer following norrnal payment procedures

{see Procedure lI-A-2.2).

a Retum a copy of the authorization with the trave! advance check
to the person who will be traveling.

b. Forward the original Travel Authorization form and the pink copy
of the advance check to the Contract Representative for filing
pending receipt of the Trip Expense Report after travel is
completed.

POST-TRAVEL REPORTING
TRAVELER 1.

Within five (5) working days after the last day of trave!, prepare a Trip
Expense Report accarding to the instructions (Ref. lli-A-2.4b). Attach the
required recelpts, sign, and submit the report with a copy of the Travel
Authorization form to the Department/Program Director for approval.

a if excess funds were advanced, attach a check or money order
payable to the Tribe for the amount of any excess.

b. If additional reimbursementis due the traveler, that amount will be




STANDING ROCK SIOUX TRIBE 51883

FINANCIAL MANAGEMENT -A-24

PROCEDURES DATE REVISED: PAGE NO.:

10-1-94 5

GENERAL ACCOUNTING: CASH DISBURSEMENTS
Travel Reimbursements

PROCEDURE

ACCOUNTS PAYABLE
SECTION

4.

requested and processed by submission of this form.

Review the Trip Expense Report for completeness and accuracy.
Determine that all required recelpts are attached and that excess advance
funds are being reimbursed. If the report is complete, sign the report and
send it to the Finance Office Contract Representatives.

Upon receipt of the approved Trip Expense Report, pull the original Travel
Authorization form packet from the temporary file and attach it to the Trip .
Expense Report. File the complete packet if no further action s required.

a if a refund of excess advances is attached, submit the check and
documents to the Deputy Finance Officer to prepare a receipt for
the amount and place the check for deposit (see Procedure lli-A-
3.1).

b. if additional reimbursement is due to the employee, review the
request for validity, and, if it is corract, Initial and date the Trip
Expense report and submit it and attached documentationto the
Accounts Payable Section for preparation of a reimbursement
check In the next normal check processing cycle.

Upon receipt of an approved Trip Expense report from the Contract
Representatives, assign a Purchase Order number to the Trip Expense
report, and enter information from the Expense report into the Purchase
Order Log (Ref. lil-A-1.1c), then process the form for payment and
approval of the Finance Officer following normal payment procedures (see
Procedure lil-A-2.2).

a Send the check to the employee.

b. if the reimbursementis fox’ general fund or indirect cost travel, file
the complete packet, including copy of the reimbursementcheck.

c. If the reimbursement is for program travel, send the complete
packet to the appropriate Contract Representatives for filing.

DATE ISSUED: PROCEDURE ¥O.:
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GENERAL ACCOUNTING: CASH DISBURSEMENTS

Travel Reimbursements

PROCEDURE

EMPLOYEE

PROGRAM DIRECTOR/

- ACCOUNTS PAYABLE

SECTION

R

REIMBURSEMENT OF MILEAGE CLAIMS

1. Requests for reimbursement of mileage for on-reservation travel may be
submitted semi-monthly on the 15th and 30th/3ist of sach month.
Prepare a Mileage Claim form, according to instructions (Ref. ill-A-2.4c).
Sign the form and submit it to Department/Program Director for approval.

2. Review the Mileage Claim form. Determine if it is accurate and
and if it contains information only for travel that was valid Tribal business.
ititis complete-and valid; sign the form and submit it to the Finance Office
Accounts Payable Section for processing. Note - Mileage Ctaim forms for
travel by Department/Program Directors must be approved by the Tribal
Chairman.

3. - “<'Upon recelpt-of<semi-maonthly .Mileege - Claim forms, review them for
- - »2completeness:and-accuracy. - .Assign-a: Purchase-Order number to the
+ 1 zMilsageClaimiforrrarid.enter information from the form into'the Purchase

» e - o 5 Orderslogi{Refs lIBA-1sIc)ethen, 'submit them for-payment processing

e, =N

» wigy accordingtsnormalprocedures.(see Procedure II-A-2.2).
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DATE ISSUED: PROCEDURE WO.:

FORM INSTRUCTIONS: FORM NO. lll-A-2.4a
Travel Autharization

STANDING ROCK SIOUX TRIBE
FORT YATES, NORTH DAKOTA
TRAVEL AUTHORIZATION

Account No. @ Date @
® @
Name of Traveler TItle

Traveling From: (City and Scace)

Traveling To:
PURPOSE :

(City and State)

PP®

DATE(S) OF TRAVEL:  From: ® To:

RATE OF PER DIEM: $ S:z per day for day(s)=$

RATE OF SUBSISTENCE: § @ per day for day(s)=$

MEANS OF TRAVEL: @ ( ) Private vehicle at the rate of @ per mile,
— _total miles, round trip=$ @

( ) Plane,Bus, Train - Round Trip Fare $ @

Make check payable to:

L A 2
- *

TRAVEL EXPENSES TO BE PAID:

Transportation: §

Per Diem: @ |

Subsistence: |

Other: Signature of Traveler

TOTAL CLAINM: $

Signacture of Supervisor Signature of Ingorizﬁg Officer

)

Date

w
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STANDING ROCK SIOUX TRIBE 5-18-83 i
FINANCIAL MANAGEMENT FhA-2.4
X PROCEDURES [ DATE REVISED: | EAGE ¥O.:
10-1-94 9
SUBJECT:
FORM INSTRUCTIONS: FORM NO. li-A-2.4a
Trave! Authorization
_SPACE#  __ INFORMATION REQUESTED DESCRIPTION
1 Account Number Enter the appropriate expense account number.
2 Date Date this form is being submitted.
3 Name of Traveler Name of employee traveling.
a4 Title Employee’'s title.
5 Traveling from Location in which travel begins.
6 Travefing to Destination where business is to be conducted.
7 Purpose Explain the specific purpose of the travel and what
| L - project it is associated with.
| T "8 Dates of Travel Indicate the start and end dates of travel.
9 Rate of Per Diem Use the amount as stated in Program Contract or
Tt consuit the Finance Office for GSA rates.
10 Rate of Subsistence Use the amount stipulated in the Program Contract.
if not stipulated, contact the Finance Office.
11 Means of Travel Indicate if travel is by private vehicle or by public
transportation.
12 (Rate) per mile/Total Miles Use program contract or GSA rates per mile and enter
total miles for the trip, if trave! is by private vehicle.
13 Round Trip Round trip travel cost calculated as rate times miles.
14 Piane, Bus, Train Round Trip Fare Cost of fares for travel by public transportation.
15 Make Check Payable to Name of payee for travel reimbursement or advance.
16 Travel Exp. to Be Paid (Total) Summary of expenses by category of cost for the
entire trip.
17 Signature of Traveler Signature of traveler.
18 Signature of Supervisor Signature of Program Director or Department

Supervisor to indicate concurrence with the travel.



DATE 1SSUED: | PROCEDORE BO.:

STANDING ROCK SIOUX TRIBE
e 5-18-83 fll-A-2.4
PROCEDURES FDaATE REVISED: PAGE WO.: ,
10-1-94 10
FORM INSTRUCTIONS: FORM NO. iii-A-2.4a
Travel Authorization
_SPACE#  __ INFORMATION REQUESTED _ DESCRIPTION
19 Signature of Authorizing Officer Signature of Tribal Chairman.

20 Date Date approved by Tribal Chairman.
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FORM INSTRUCTIONS: FORM NO. [1-A-2.4b
: Trip Expense Report
_SPACE#  ___ INFORMATION REQUESTED DESCRIPTION =
1 Business Purpose Describe the business purpose of the travel.
2 Destination Enter final destination for trip.
3 Dates of Travel: Enter start and end dates of trip.
4 Name Employee traveling.
5 Program/Department Name of program or department of employee.
6 Account #: Account number to which expense was charged.
7 Program Program identification number.
8 Time of Departure: Enter time of departure from the employee’s home or
* office, as appropriste.
;) * Time of Retum: Enter time of return to the employee's home or office
at the completion of the trip.
TRANSPORTATION:
10 From Beginning iocation each day traveled.
11 To Ending location each day traveled.
12 Car Miles Miles driven in private car per day.
13 Amount Amount by day of Tribe-paid transportation.
14 Room/Meals Amount per meal for breakfast, lunch, and dinner, and

room amount, exclusive of miscellansous hotel
charges (all expenses must have receipts). If travel is
in normal rate areas, GSA rates are used (refer to
Tribal Finance Office). If travel Is in high rates areas,
use the actual expense incurred. Receipts must be
submitted with the Trip Expense Report for all
expensesincurredin highrate areas. Classification of
areas as normal or high can be determined by
referring to the GSA regulations.
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FORM INSTRUCTIONS: FORM NO. lll-A-2.4b
Trip Expense Report
_SPACE# __INFORMATION REQUESTED DESCRIPTION
MISCELLANEOUS EXPENSE:
15 Description Any miscellaneous expenses not previously covered.
16 Amount Amount of miscellaneous expenses (must have

17

18

19

21

24

Totals (of columns)

ADVANCES:
Check Number
Amount

Piane Fare, Check No.

Other
Total Advances
EXPENSES:

recelpts).

Column totals for transportation, room and meals, and
miscellaneous expenses.

List check number of advance.
List amount of advance. )

Uist check number and amount of payment for fares
paid by the Tribe.

Amount of any other advanced funds.
Total advanced amount.

Employes-Owned Car, Miles/Rate Fil in total miles (from column item 12) end current

Room and Meals
Miscellaneous Expense
Registration Fee/Tuition

Plane Fare

Total Expenses
|1 Owe Tribe

GSA rate - muttiply for amount.

Total of Roorn/Meals column (See itern 13).

Total of Miscellaneous Expense column (See item 16).
Amount of registration feeftuition paid.

Amount paid for plane fare, either by the Tribe ar the
traveler.

Total of all expenses.

This line is used if advances exceed expenses- (if so
attach check or money order).
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10-1-94

FORM INSTRUCTIONS: FORM NO. HI-A-2.4b
Trip Expense Report

SPACE # .

30
31

—INFORMATION REQUESTED DESCRIPTION

Tribe Owes Me

Signature

Checked By
Final Approval

This line is used if expenses exceed advances.

Signature of employee certifying the accuracy of the
raport.

Program Director or Department Supervisor.

Finance Officer will sign to authorize additional
reimbursement if documentation is adequate.
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SUBJECT:
FORM INSTRUCTIONS: FORM NO. lil-A-2.4b

Trip Expense Report

THIS PAGE INTENTIONALLY LEFT BLANK
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FORM INSTRUCTIONS: FORM NO. lil-A-2.4c
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STANDING ROCK SIOUX TRIBE 51883
FINANCIAL MANAGEMENT IHA-24
PROCEDURES "~ DATE REVISED: PAGE ¥O.:
10-1-94 19
SUBJECY:
FORM INSTRUCTIONS: FORM NO. llI-A-24¢c
Mieage Claim
SPACE#  ___INFORMATION REQUESTED _DESCRIPTION
1 Account Number Account number in Chart of Accounts to which this
expense should be charged.

2 Dats Date this form completed.
3 Name of Traveler Name of traveler.
4 Title Traveler's title.
5 Traveling From Starting point of trip.
6 Traveling To Final destination.
7 Total of Miles Total miles traveled.
8. .. Purpose Purpose of travel.
9 Signature of Traveler Signeture of traveler.
10 ~ Total of Miles Claimed Total miles for all trips shown.
11 Rate Per Mile Authorized reimbursement rate.
12 Amount Claimed Total miles times rate.
13 Signature of Supervisor Program Director or Department Supervisorsignature.
14 Authorizing Officer Tribal Chairman signature for approval of trave! by

Program Director or Department Supervisor.
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Mileage Claim
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DATE ISSUED:

PROCEDURR NO.:
STANDING ROCK SIOUX TRIBE 518.83

10-1-94 2

T WO
M DATE REVISED: PAGE X%O.:

GENERAL ACCOUNTING: CASH DISBURSEMENTS
Bank Reconciliations

— RESPONSIBILITY PROCEDURE

ASST. FINANCE 1. When bank statements and canceled checks are received from the bank
OFFICER after the close of each month, prepare a bank reconciliation as follows:

a Compare all receipts postings in the computer printouts to the
deposits shown on the bank statement to determine if any errors
were made or if tems are in transit.

b. Compare cash disbursements detail posted on the computer
reports to the checks clearing the benk per the bank statement.
List any checks that have not yet cleared the bank and any other

- itams pald by the bank but not posted to the books.

c. . Preparaa bank reconciilation using the standard format (Ref. Ili-A-
' +-2:58) and submit it to.the-Finance Officer for review and approval
' * + < bythe'fiftesnth ¢f the month.

¢ L EFINANCEOFRCER -~ # 2 Wmmmmmmm determine if
: T s L ssawYitwas'properly Prepared:Orarperiodic basisteview the:actualtecords to

x oY fmmﬂmp%wmmlwwnchﬂngwﬁemdmd. Initial

e e e ey v T g feboTEIBOT NG Fetufiitto the Assistist Finance Officer for filing and

making any adjustments.
ASST. FINANCE 3. After the reconciliation and adjustments are approved, prepare any
OFFICER adjusting entries required to correct differences that were erroneously

posted on the books and enter them into the system. File the
reconciliation for use in the following month along with the bank statement
and canceled checks.

4 After compietion of the bank reconciliation, compare the detals on the
computer printout to any other control records maintained and meke
adjustmentsto the control records (espeolally cash control sheets) to bring
them into agreement with the computer report balances as reconciled.

\"\.
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STANDING ROCK SIOUX TRIBE
FINANCIAL MANAGEMENT

PROCEDURES

5-18-83

o e et
DATE REVISED:

10-1-94

M-A-25

PAGE RO.:

SUBJEBCT: -
FORM INSTRUCTIONS: FORM NO. Il-A-25a
Bank Reconciliation/Checks Outstanding
BANX RECONCILIATION
BANX BALANCE
BANK BALANCE: @ @
MONTR &YEAR
LESS: OUTSTANDING CEECKS: @
SUBTOTAL: @
ADD: DEPOSITS IN TRANSIT: @

BANK BALANCE:

BOOX BALANCE

BOOK BALABCE: @
NONTE & YEAR

LESS: SERVICE CHARGES AND W1THDRAWELS
NOT ON BOOKS: @

®

®

SUBTOTAL: .

ADD: DEPOSITS NOT ON BOOKS: @
SUBDTOTAL:

OTHER RECONCILING ITENS: @

®

BOOK BALANCE:

®




DATE 1SSUED: | PROCEDURE WO.: |
STANDING ROCK SIOUX TRIBE A-25
FINANCIAL MANAGEMENT 1883 -

PROCEDURES DATE REVISED: PAGE NO.:

10-1-94 5

SUBJECT:
FORM INSTRUCTIONS: FORM NO. I-A-25a
Bank Reconciliation/Checks Outstanding
. _SPACE# INFORMAT! DESCRIPTION
1 Bank - Month and Year Enter month and year of ending bank statermnent.
2 (Bank Balance) Enter ending balance of bank statement.
3 Outstanding Checks Enter total amount of outstanding checks listed on
ks Qutstanding form attachment (Item 18).

4 Subtotal Enter bank balance less outstanding checks.

5 Deposits in Transit Enter amounts of depasits not yet posted by bank but
posted on the books.

6 (Adjusted) Bank Balance Enter adjusted bank balance (bank statement fess
outstanding checks plus deposits in transit).

7 Book - Month and Year Enter month and year of trial ledgers.

8 ~ {Book Balance) Enter ending cash balance for that month and year.

9 Service Charges and Withdrawals  Enter any service chargesor other withdrawals posted

Not on Books by the bank but not yet posted en the books.

10 Subtotal Enter adjusted book balance (book belance less
service charges and withdrawals).

11 Deposits Not on Books Enter any deposits posted by the bank but not yet
posted on the books.

12 Subtotal Enter sum of ltem 10 and item 11.

13 Other Reconciling ltems Enter amounts of any other items such as differences
in amounts of deposits/checks between bocks and
bank.

14 Book Balance Enter final adjusted book balance (Line 12 plus/minus

Line 13). This amount should be the same as the
amount shown on Line 6.
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FORM INSTRUCTIONS: FORM NO. llIl-A-26a
Joumal Voucher

STANDING ROCK SIOUX TRIBE ®

FORT YATES, NORTH DAKOTA J.V.No.

JOURNAL VOUCHER

©)

Asssunt No. xplamatien 1 T Tedlt

® | ® T ® ©

Prepared by _Approved by




DATE I1SSOED: PROCEDURE WO.:

STANDING ROCK SIOUX TRIBE 5-18-83 H-A-2.6
. FINANCIAL MANAGEMENT
L PROCEDURES | DATE REVISED: |  PAGE WO.:
10-1-84 7
FORM INSTRUCTIONS: FORM NO. Ili-A-2.6a
Joumal Voucher
SPACE#  ___INFORMATION REQUESTED DESCRIFTION
1 J.V. No. Enter sequential number for each Journal Voucher.
2 Date Enter date Journal Voucher prepared.
3 Account No. Enter the Account Numbers to be debited or credited
for each part of the journal entry.
4 Explanation Enter names of accounts and explanation for the
antry.
5/6 Debit/Credit Enter amount of debit or credit entry.
7 Total Enter totals of debit and credit columns.
{\ 8 Prepared By Signature of preparer of J.V.
9 Title Title of preparer.
10 Approved By Signature of Finance Officer.
11 Title Finance Officer.
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Preparation of Cash Receipts
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: GENERAL ACCOUNTING: ACCOUNTS RECEIVABLE (RECEIPTING)
Preparation of Cash Receipts

PROGRAMS/

I DEPARTMENTS
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DATE ISSUED: PROCEDURE NO.: |
STANDING ROCK SIOUX TRIBE 5-18-83
FINANCIAL MANAGEMENT fi-A31
PROCEDURES [ DATE REVISED: PAGE WO.:
10-1-94 3
SUBJECT:
GENERAL ACCOUNTING: ACCOUNTS RECEIVABLE (RECEIPTING)
Preparation of Cash Receipis
PROCEDURE
RECHPTS AT THE FINANCE OFFICE

Whenever payments are received at the Finance Office, prepare a pre-
numbered receipt for the amount taken in following instructions for the
form (Ref. lll-A-3.18).

Recelpts may be taken in from the following sources:

a.

b.

Education Loan/Grant Repayments.

Tribal Court Receipts.

Tribal Taxes.

Travel Reimbursements.

Repayment of Parsonal Loans.

Tribal receipts for Contracts/Grants or other income.

Miscellaneous receipts, such as employee reimbursements,
refunds.

Distribution of receipt coples is shown in Step 9, below.

Separate monies recsived from documents submitted and place the
monies into the cash box until the depositis prepared (see Step 5, below).

a

Attach all documents received to the gold copy of the Cash
Receipt and distributs ta either the Accounts Payable Section or
Contract Representatives for filing Iin the appropriate
program/department files.

Prepare a photo copy .of any checks received and attach the
photocopy to the pink copy of the Cash Receipts.

Enter on the pink copies of the Cash Receipts the appropriate
account coding for posting to the accounting recards, then send
the receipts to the Accounts Payable Section for entry into the
computer system.

Enter the information from the Cash Receipts yellow copy into the Receipts
Register (Ref. ili-A-3.1b) then file the yellow coples in a chronological file.
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SUBJECT: -

GENERAL ACCOUNTING: ACCOUNTS RECEIVABLE (RECEIPTING)

Preparation of Cash Receipts

PROCEDURE

ACCOUNTS PAYABLE
SECTION

ASST. FINANCE
OFFICER

FANANCE OFFICER

ASST. FINANCE

4.

5.

€.

ACCOUNTS PAYABLE —8.

SECTION/
REPRESENTATIVES

Upon receipt of the pink copies of the Cash Receipts, enter the appropriate
information into the computer systemfollowing computer instructions, mark
the receipts as "entered,” then distribute the copies to appropriate
personnel for filing in bank reconciliation foiders by checking account.

At the end of each day (less often it only small amounts received), count
all cash and checks in the cash box and compare the total to the amounts
shown on the yellow copy of the Cash Recelpts forms for the day's
receipts. Propare a worksheet showing reconciliation of receipts to cash
on hand. Research any differences and notify the Finance Officer.

Prepare a bank depasit slip, listing ali checks by name of the person

paying. Place checks and cash along with the deposit slip into a deposit

bag and give to the Finance Officer for review. Enclose the workpaper

showing the reconciliation of receipts to the deposit. This should list the

receipt number, payor and amount, total of receipts, the total of the
- deposit, and reasons far any difference (Ref. I1-A-3.1c).

Review the: completed -deposit and reconciliation worksheet. It all is

-vproper;initial the:workshest.and the-deposit and return the worksheet to

.-the.Assistant Firance.Officer. for. filing: ..Send.the deposit to the bank.
Send a copy of the deposit siip to the appropriate personnet for filing in
bank reconciliation folders with pink copies of the cash receipt.

Place the reconciiiation worksheet in a file by date.

Place pink coples of Cash Receipts with photocopiesof checks and copies
of deposit slips into a bank reconciliation folder. When bank statements
are received and the bank accounts reconciled, attach the original deposit
slip to the pink coples.

Coples of the Cash Receipts form are to be distributedand filed as follows:

a. Education Loan/Grant - Whenever payment has been received
from an individual on a Loan/Grant.

Original (white) - given or mailed to payor.

Gold copy - filed in individual's folder (Education Office).
Yellow copy - filed in numerical order - Accounts Receivable
Pink copy - filed with copy of check and deposit slip in

bank reconciliation folders.
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: GENERAL ACCOUNTING: ACCOUNTS RECEIVABLE (RECEIPTING)

Preparation of Cash Receipts

PROCEDURE
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Tribal Court - Daily cash is received from the Clerk of Court from
fines, court costs, bonds, restitution, child support.

Original (white) - given to Tribal Court representative,

Gold copy - filed in program file.

Yetiow copy - filed In numerical order - Accounts Recelvable

Pink copy - filed with copy of deposit slip and check in
' bank reconciliation folders.

Tribal Taxes - Billings are sentto persons leasing tribal lands, from
the Realty Clerk - BIA, Standing Rock Agency. Tribal taxes are
assessed and paid to the Tribe.

Original (white) - given or mailed to payor.

Gold copy - filed in program file.

Yellow copy - filed in numerical order - Accounts Receivable

Pink copy - file with copy of check and deposit slip in
bank reconciliation folders.

Travel Authorization Reimbursements - when Tribal employees
have returned from a trip, completed, and submitted a Trave!
Expense Report (see Procedure lll-A-2.4), excess travel advance
must be reimbursedto the Tribe. :

Original (white) - given to the employse.

Gold copy - filed in program file with travel authorization
and expense documents.

Yellow copy - filed in numerical order - Accounts Receivable

Pink copy - filed with copies of checks and depostt slips
in bank reconciliation folders.

_Personal Loans - An enralled member of the Standing Rock Sioux
Tribe may request a personal loan through the Tribal Credit
Program (see Procedure Ii-D-1.1). Loan payments received from
the BIA from lease income are receipted with coples distributed as
follows:

Original (white} - sent to the borrower,

Gold copy - filed In individual's folder (Credit Office).

Yellow copy - filed in numerical order - Account Receivable

Pink copy - filed with copies of checks and deposit slips
in bank reconciliation folders.
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SUBJECT:
GENERAL ACCOUNTING: ACCOUNTS RECEIVABLE (RECEIPTING)
Preparation of Cash Receipts
RESPONSIBILITY PROCEDURE
f. Miscellaneous and Other Tribal receipts:
Original (white) - sent to payor.
Gold copy - filed in individual's program folders.
Yellow copy - filed numerically - Accounts Receivable
Pink copy - fled in the appropriate program or

department bank recongciliation folders with
coples of checks and deposit slips.

RECEIPTS AT OTHER OFFICES/DEPARTMENTS

DEPARTMENT/ 1. Whenever funds-are recsived at locations outside of the Finance Office,
OFFICE RECEIVING prepare a receipt for the amounts received. Provide the original to the
payor, retain one copy-for.submissionto the Finance Office, and one copy

for permanent files.

-

© - @ T TPlaceg-the: Fidarice:Office’ receipt copy inithe cash box with the
* *- * ~monles receivedfor. sending to Finance Office.

- . i pa ~Recoidithereceiptsinsa<Cash' Receipls Register (Bet. 11l-A-3.1b)
: showing source of funds received, date recelved, receipt number,
and amount. A Cash Receipt/Deposit Reconciliation Worksheet

(Ref. ll-A-3.1c) may also be used for this purpose.

2. On a daily basis count all money in the cash box and compare the total to

totals of recsipts for the period and totals in the Cash Receipls Register.
Research any differences.

a Submit the money, copies of receipts, and a copy of the Register
to the Finance Office for receipting and deposit as shown above.

b. Piace copy of receipt received from the Finance Office into the file
with the Cash Receipts Register and other documents.

FINANCE OFFICER 3. Periodically, review receipting and deposit practices of programs and
departments that receive funds to assure receipting policy is being
followed. Report any recurring exceptions to the Tribal Chairman.
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SUBJECT

FORM INSTRUCTIONS: FORM NO. liFA-3.1a
Cash Receipt
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SUBJECT:
FORM INSTRUCTIONS: FORM NO. li-A-3.1a
Cash Receipt

STANDING ROCK SIOUX TRIBE N% 53293

FORT YATES, NORTH DAXOTA $253 -

RECEIPT
DATE (1 19
RECEIVED OF 2)
ADDRESS (3)
TYPE OF REMITTANCE (4)
s__(5)
DESCRIPTION AMOUNT

(¢)

Cimwmen MNetemar
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FORM INSTRUCTIONS: FORM NO. fll-A-3.1a

Cash Receipt
INFORMATION REQUESTED DESCRIPTION

Date Enter dats of receipt.

Received of Enter name of person or organization making
payment.

Address Enter address of payor.

Type of Remittance Indicate if paid in cash or by check and check
number.

Amount Enter amount pald.

Description Enter description of remittance indicating purpose,
program, or office to which it is applicable. Also enter
account coding for posting to the Tribal accounting
records.

Finance Officer Signature of Assistant Finance Officer or other

authorized person preparing the receipt.
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FORM INSTRUCTIONS: FORM NO. HI-A-3.1b
Receipt Register
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SUBJECT :
FORM INSTRUCTIONS: FORM NO. lll-A-3.1b
Receipt Register

STANDING ROCK SIOUX TRIBE
RECEIPT REGISTER

RECEIPT NO. RECEIVED FROM FOR AMOUNT DATE _

(1) (2) (3) (4) (s)

——— ——— e —————— - — MR ® ——— e - —
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PROCEDURE WNO.:
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DATE REVISED:
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PAGE RO.:

13

FORM INSTRUCTIONS: FORM NO. l-A-3.1b

Receipt Register
SPACE # INFORMATION REQUESTED DESCRIPTION

1 Receipt No. Enter the number of the Cash Receipt issued in
sequential order.

2 Received From Enter name of the payor or entity from whom
payment is received.

3 For Enter description of the receipt indicating type of
receipt.

4 Amount Enter amount of the receipt.

5 Date Enter date of the receipt.
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SOBJECT:
FORM INSTRUCTIONS: FORM NO. lil-A-3.1b
Receipt Register

THIS PAGE INTENTIONALLY LEFT BLANK
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FORM INSTRUCTIONS: FORM NO. lil-A-3.1c
Cash Receipts/Deposit Reconciliation Worksheet
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FORM INSTRUCTIONS: FORM NO. lIll-A-3.1c
Cash Receipts/Deposit Reconciliation Worksheet
S C S /DEPO CONCILIATION WORKSHE
RECEIPT METHOD OF
NUMBER PAYOR AMOUNT PAYMENT

® e ®

@

®

TOTAL RECEIPTS __@__

DAY'S DEPOSIT

TOTAL CURRENCY
TOTAL CHECKS

TOTAL DEPOSIT
DIFFERENCE

PP

EXPLANATION FOR DIFFERENCE: @

PREPARED BY:

DATE:

DATE :

© APPROVED BY:
®

(D)
(5]
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SUBJECT:
FORM INSTRUCTIONS: FORM NO. Hi-A-3.1c
Cash Receipts/Depaosit Reconciliation Worksheet
SPACE # INFORMATION REQUESTED DESCRIPTION
1 Date Enter date of receipt.
2 Recsipt Number Enter Cash Receipt number.
3 Payor Enter name of person from whom money was
received.
4 Amount Enter amount of receipt per Cash Receipt.
5 Method of Payment Indicate whether payment was in cash, check, or
other.
6 Total Receipts Enter sum of all receipts listed.
7 Total Currency Enter amount of currency deposited per deposit slip.
8 Total Checks Enter amount of checks deposited per deposit slip.
9 Total Deposit Enter amount of total deposit per deposit slip.
10 Difference Enter any difference between total receipts (Line €)
and total deposit (Line 9).
11 Explanation for Difference Describe reason for difference on Line 10.
12 Prepared By Signature of Assistant Finance Officer or other
authorized person preparing the form.
13 Date Date prepared.
14 Approved By Signature of Finance Officer.
15 Date Date approved.
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SUBJECT:
GENERAL ACCOUNTING: ACCOUNTS RECEIVABLE (RECEIPTING)
Preparation of Billings
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SUBJECY:
GENERAL ACCOUNTING: ACCOUNTS RECEIVABLE (RECEIPTING)
Preparation of Billings

PROCESS FLOWCHART

PROGRANS/ FINANCE OFFICE ' TRIBAL
DEPARTMENTS ACCOUNTS PAYABLE |  CONTRACT REPS | PFINANCE OFFICER OFFICERS

ASST_FINANCE OFCR

PREPARE
BILLING
DOCUMENTS

1 t TO PARTY

BIL
|/ BILLED

POST TO (SUMMARY INFO) POST A/R
ACCTG LEDGERS
SYSTEM

v

RECEIPT FROM PARTY
PMT BILLED
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SUBJECT:

GENERAL ACCOUNTING: ACCOUNTS RECEIVABLE (RECEIPTING)
Preparation of Billings

RESPONSIBILITY

PROCEDURE

ASST. FINANCE 1.
OFFICER

PROGRAM DIRECTORS  §.
FNANCE OFFICER

Prepare biling documents for all new receivables as soon as it is
determined that amounts are due to the Tribe. Calculate or obtain the
amount to be billed based on supporting documents that have lead to the

establishment of the amount due.

a Send the original billing to the party being bilied.

b. Flle copies of the documentation in a temporary file by name of
person/organization billed until payment is received.

Post the information on the billings to Accounts Receivable Ledgers, one
for each personforganization billed, and submit summary balances to the
assigned Finance Office staff for posting to the computer system.

When payment Is recelved, enter the information from the receipt to the
general ledger control records and to the Accounts Receivable Ledgers.

a File the coples of the billing documents with a copy of the Cash
Receiptin a file by program, department, or other function.

b. After each posting to the Accounts Receivable Ledgers, add up
the balances on all the ledgers and compare to general ledger
control totals to make sure they are in balance.

Once a month, prepare a fisting of bills that remain unpald, indicating the
length of time the bill has remained unpaid. Send a copy of the report to
the Finance Officer and to the appropriate program director or department.

a. As appropriate, send reminder notices to the persons owing funds,

adding any accrued late charges that may be due.

b. If late charges are assessed, prepare Journal Vouchers to adjust
the generalledger control records, and post individuallate charges
to the Accounts Receivable Ledgers.

c. if accounts remain unpaid after repeated reminder notices, consult

with the Finance Officer and process the delinquentaccounts for
collection according to Tribal policies.

Prepare a monthly CONFIDENTIAL report for submission to and review
with the appropriate Council Committees, showing balances due, length of
time outstanding, and any expected collection efforts.
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SUBJRECT: -
GENERAL ACCOUNTING: PROPERTY (FIXED ASSETS)
Receipt of Goods/Tagging

PROGRAM/
DEPARTMENT STAFF

CONTROL UNIT

PROCEDURE

GENERAL GUIDELINES

To provide control over property, each item costing $100 or more, and some items
costing less than $100 with an expected service life of more than one year, will be
recordad in the central property records and in the program/department property
records. Since the central property records contain information for all programs
and departments, it is extremely important that activity that affects property be
coordinated between programs/departments and the Finance Office Property
Control Unit. Such activity includes purchases, transfers of location, and sales,
trade-in, or other disposition of property.

Each item costing $100 or more, and some items costing less than $100 with an
expected service life of more than one year, will be tagged with an official Standing
Rock Sioux Tribe tag. These"sensitive” items include calculators, radios, cameres,
tape recorders, and other small items which are easily subject to loss or theft.

RECORDING AND TAGGING OF PURCHASES

1. When equipment, furniture, and other property that has been ordered is
received and accepted, as provided in Procedure IlI-A-1.2, perform the
foliowing procedures to provide for proper recording of the item of
property in the property records:

a Record the items of property received in the program/department
property records, showing at a minimum the items of information
required in Policy I-E, No. 14. Provide a space in the property
records to record the SRST Tag number that will be provided by
the Finance Office Property Control Unit.

b. Prepare a photocopy of the receiving copy of the Purchase Order
and indicate on the photocopy that the item of property has been
posted to the program/department property records. Initial and

date the photocopy, and submit it to the Property Control Unit for
issuance of the SRST Tag.

2. When the photacopy of the receiving copy of the Purchase Order is
received from the programs/departments, place the copy in a file, by
program or department, pending recsipt of a copy of the check and
invoices from the Accounts Payable Section (See Procedure 1il-A-2.2).
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RESPONSIBILITY

PROCEDURE

DEPARTMENT STAFF

PROPERTY CONTROL

When the copy of the check and invoices is received from the Accounts
Payable Section, pull the copy of the Purchase Order from the pendingfile
and compars the documents to make sure information Is consistent and
that all information needed to record the item on the Update Sheet has
been provided. If information s missing, contact the programs or
departments to obtain it.

Enter information from the copy of the Purchase Order and check on the
Tag Register (Ref. lll-A-4.1a) in numerical sequence by tag number
assignedand select the appropriate tag for ptacing on the item of property.

Prepare an Update Sheet-according to the instructions (Ref. lI-A4.1b),
indicating the assignedtag number.

- &« ~+Send the-canary copy-of:the 'Update Sheet with the appropriate

:* tags‘to therprograms/departments, and the pink copy to the
" Contract Representatives.

“+ zebre = Postinformation from- the Update Sheetintothe computer system
- w4 and verify-itis posted correctly.

7.

c. File Update Sheet and the photocopies of the Purchase Order,
invoice, and check into individual program foiders.

Upon receipt of the canary copy of the Update Sheet and tags, compare
the information on the Update Sheetto entries in the program/department
property records, and adjust the progrem/department property records as
needed, including adding the SRST Tag number. Note: if an item of
information on the Update Sheet is incorrect, notify the Property Control
Unit of the correction needed.

a Affix the tags to the appropriate items of propenty.

b. File the canary copy ofithe Update Sheet In a file by date.

If any corrections to the Update Sheet are received from programs/
depastments, enter any changes on the original and adjust the central
property records as nesded.

At the end of each month, run a detailed listing of the updated inventory

records for each program/department and submit the listings to them for
reconciliation.
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Tag Register
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SUBJECT:
FORM INSTRUCTIONS: FORM NO. lil-A-4.1a
Tag Register
SPACE # INFORMATION REQUESTED DESCRIPTION
1 Tag Number Enter sequential tag number.
2 Description Enter description of item being tagged.
3 Serial Number Enter serial number of item being tagged.
4 Acquired Cost Enter purchase cost of item.
5 Update Number Enter number of the Update Sheet (Ref. lll-A-4.1b) on
which the item was entered to the Property
Management system.
6 Transaction Code Lsave blank.
7 Equipment Class Leave blank.
8 Fund Source Enter fund source code (federal funding agency or
Tribal funds).
9 A Program Number Enter the program number of the purchasing
program.
10 Condition Code Enter the condition code indicating whether new,
used, or donated.
11 Location Enter location of the item.
12 Current Value Enter value of item if different from cost.
13 Purchase Order Number Enter number of Purchase Order from which item was
acquired. |
14 Check Number Enter number of check on which item was paid.
15 Date Acquired Enter dste the item was received.
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FORM INSTRUCTIONS: FORM NO. lii-A-4.1a
Tag Register
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FORM INSTRUCTIONS: FORM NO. ll-A-4.1b
Update Sheet - Property Management

o 2701

STANDING ROCK SIOUX TRIBE
Update Sheet - Property Management

DATE: D)

TaNo: _ (2) po.no.___(3)
ITEM/DESCRIPTION: €))
MAKE/MODEL: (s)
SERIAL NUMBER: )
DATE/YR. ACQUIRED: (7 |
EQUIPMENT COST: (8) Ui
PROGRAM NAME: (9)
LOCATION: (10)
New Used Donated

() () ()
conDmON cope: ")

If used or donated, what is estimated value: @(2)

REMARKS: (13)

Please complete this form when you recelve or purchase equipment and return
to property and supply for tag number. {

Whits - Property and Supply Pink - Contracting Officer Canary - File
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FORM INSTRUCTIONS: FORM NO. ll-A4.1b
Update Sheet - Properly Management

SPACE#

10

1

12

13

___INFORMATION REQUESTED

Date
Tag No
P.O. No.

item/Description

Make/Model

Serial Number

Date/Yr, Acquired

Equipment Cost

Program Name

Location

Condition Code:

Estimated Value

Remarks

_DESCRIPTION

Enter date Update Sheet is prepared.
Enter Tag number assigned to the itemn.

Enter Purchase Order number (on which equipment
was purchased).

Enter the description of the item (this shouid agree
with the description on the Purchase Order).

Enter the make and model of the item as shown on
the Purchase Order.

Enter the serial number of equipment.

Enter the date and year the equipmentwas acquired
(this should normally be the date the item was
received, as shown on the Purchase Order).

Enter the purchase cost of the equipment.

Enter the name of the program/department the item
of equipment was purchased by.

Enter the physical location of the equipment (eg.
Chemical Prevention Office, Finance, etc.).

indicate whether the item was acquired new, used, or
donated. -

K used or donated enter the estimated value.
Enter any remarks about the equipment or asset that

may be useful in identifying it, or to indicate any
special conditions related to its acquisition.
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]
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GENERAL ACCOUNTING: PROPERTY (FIXED ASSE!'S)

Recanciliation/Physical Inspection of inventories

—BESPONSIBILITY

PROCEDURE

DEPARTMENT STAFF

RECONCILIATION OF INVENTORIES

At the end of each month, the Property Control Unit will provide each
program/department with an updatedinventory Listing generatedfrom the
Tribe’s central property records (See lIl-A4.1).

a.

Reviewthe Inventory Listing and compare the details, tem by item,
to the program or department inventory records. Mark any
differences on the listing, noting:

(1) n the inventory Listin are not on
d nt records
(2)  ltems appearing on the program/department records that
are not shown on the Inventory Listing, and
(3  Any differencesin the details between the two records.

Research the differences to determine if they are caused by
unposted purchase documents or by adjustments made to the
program/department records that have not been sent to the
Property Control Unit.

1) if the differences are caused by purchase documentsthat
' have not besn recorded on the program/department
property records, find the affected documents and update
the program/praperty records, then note on the Inventory

Listing that the corrections have been made.

@ ¥ the differences are caused by purchase or other
documents that have not been recorded on the central
property records, locate the documents, prepeare a
photocopy of them, and send the photocopies to the
Property Control Unit. Note the action taken on the
Inventory Listing, for follow-up in the following month.

3 For corrections in the details of the two levels of property
records, determine which set of records must be
corrected and either make the correction or send copies
of documentation to the Property Control Unit that will
support changes to the central property records.
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GENERAL ACCOUNTING: PROPERTY (FIXED ASSETS)

Reconciliation/Physical Inspection of inventories

PROCEDURE

PROPERTY CONTROL. 1.

PROGRAM DIRECTORS 2.

DEPT. SUPERVISORS

c.

File the reconciled inventory Listingwith documentationsupporting
any adjustments mads in a file by month.

Assistthe programs/departments in their review of differencesbetweenthe
Inventory Listings submitted to them and thelr intenal property records.

a

# documents are submitted by the programs/departments to
support corrections needed in the central property records,
prepare the correcting documents and enter them into the

computer system.

Prepare adjusting Journal Vouchersto update control balances in
the general ledger and submit them to the appropriate Contract
Representatives for entry into the computer system.

Review general ledger updated control totals and reconcile them
to the totals in the central property records.

. - File.correcting:documents.and copies of the reconciliation to the

general ledger by'month by program/department.

PHYSICAL INSPECTION OF INVENTORIES

Prior to the date for the physical inspection of inventories, prepare copies
of Inventory Listings or reports for each program or department, showing
all property they should have on hand according to the assigned
responsibility, and send them to the Program Directors or Department
Supervisors.

Count afl furniture, fixtures, and equipment actually on hand and indicate
on the Inventory Listing whether the items listed are accounted for.
!

a

Indicate any items on hand but not shown on the Invertory Listing
and provide a description on the Inventory Listing. Locate
purchasse or other documents that supportthe corrections needed
and prepare a photocopy of the documents for submissionto the
Property Control Unit.

it any items are listed but cannot be found, indicate why they are
not present, giving the exact reason for items missing, such as
transfers/lost or stolen.
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GENERAL ACCOUNTING: PROPERTY (FIXED ASSETS)
Reconciiation/Physical Inspection of Inventories

PROCEDURE

Sign the Inventory Listing and return it and copies of any
documentationsupportingthe adjustmentsto the Property Control
Unit.

Review and compare &ll Inventory Listings returned from programs and
departments and investigate any exceptions or changes for transfers,
trade-in, lost or stolen itemns, and additions.

a. Adjust inventory records accordingly for each program and
department.

Place Inventory Listings and any adjustment documents into the
program folders.

Send updatad fistings to programs/departments for their files.
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PROCESS FLOWCHART
l PROGRANS/ FINANCE OFFICE TRIBAL
DEPARTMENTS ACCOUNTS PAYABLE l CONTRACT REPS I FIMANCE OFFICER OFF1CERS

PREPARE
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PERTY CONTROL

PREPARE
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MEMO OF
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A

FORM
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GENERAL ACCOUNTING: PROPERTY (FIXED ASSETS)
Transfers of Location
—_RESPONSIBILITY PROCEDURE =
PROGRAM DIRECTORS When a transfer of property is required, notify the Property Control Unit by
DEPT. SUPERVISORS memo or letter as to what equipment or furniture is being transferred.
PROPERTY CONTROL Upon recelpt of notification, prepare a Property Agreement form with
UNIT specified information (Ref. lll-A-4.3a) and send it to the responsible
Program Directors for signature.
PROGRAM DIRECTORS Sign the Property Agreement form and retumn it to the Property Control

DEPT. SUPERVISORS

PROPERTY.CONTROL
UNIT

Unit within five days of the transfer of the item of property. Retain a copy
to support update of the program/department records.

a. Record the transfer of the property in the program/department
records of each affected program/department.

b. File the Property Agreement by date.

Upon receiptof signed Agreements, update property records and enter the
location change in the computer system. Prepare photocopies of the
Property Agreement, forward one copy each to the Program Directors or
Department Supervisors transfering and receiving the property. File the
original of the Property Agreement in the program files.

DATE ISSUED: PROCEDURE NO.: |}
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SUBJECT:
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Property Agreement
AGREEMENT .
The LENDER, Standing Rock Sioux Taibe, | (5) ),

fereby agrees to Lend said Equipmeni descadibed below:
ITEM

S.R.S.T. TAG* SERIAL® D)

FROM TO ©

REMARKS

¢ Zhe Boamowexr , 300 he obevrcwex's

use onty. Vame 0f pexdon

Boarowear agrees that he/she will assume xespensdlbilily 3°t the
cost o4 maintaining said equipment. The Borrower will ailso te
zesponsible for the cost L§ item {3 Loa&l, stolen or damaged at
the same value as when the item was necieved.

Boxrower will not Lend sadid-equipment 2o any cthea Depaximent
¢t person. Baarowen agaees that the peadlod of time on This
agacement &3 {ndefinite and conditional.

TAiS AGREEMENT WILL EXNPIRE UPUN REJUEST OF LeVDER \VAUEY ASCVE.

DATED THIS DAY OF @ 128

gaticwer’ § S4gnatuie Lendaa™s Scanazuze

.

@

ZICVITOY I SUPPLY 2L,

.
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FORM INSTRUCTIONS: FORM NO. lll-A-4.3a

Property Agreement
SPACE # INFORMATION REQUESTED _ DESCRIPTION
1 (Lender) Name of program from which item is being lent or
transferred.
2 Item Description of equipment item (typewriterfape
recorder, IBM, CASIO, SONY).
3 Standing Rock Sioux Tribe Tag # Standing Rock Sioux Tribe identification number
(number attached to equipment).
4 Serial # Serial number of equipment.
5 From Beginning date from which the transfer is to occur.
6 - To Ending date for the transfer if it is merely being
loaned. if the transfer is permanent, leave blank.
7 ; Remarks Reason for request.
8 {Borrower) Name of program who will receive the equipment.
9 (Terms) Conditions and terms.
10 {Date) Date of actual physical transfer.
11 Borrower's Signaturs Signature of Program Director receiving the item.
12 Lender's Signature Signature of Program Director transferring the itemn.
13 Property and Supply Tech. Signature of Property Control Unit Techniclan.
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R
SALES OF PROPERTY:

OBTAIN CHATRMAN
FUND AGY P APPROVAL
APPROYALS
ADYERTISE

OBTAIN

8IDS
PREPARE
NOTICE OF
SALE
Y . PROPERTY CNTRL
‘ UPDATE UPDATE
CONT ADM PROPERTY

UPDATE FILES SYSTEM
PROG PROP . N . .

RECORDS

'Y _FIRANCE OFCR
VERIFY
SALE / FUNOS
RECEIVED
LOSSES OF PROPERTY:
PREPARE
NOTICE OF
LOSS
Y | \
“ PROPERTY CNTRL Y_ADMIN OFCR

UPDATE UPDATE | UPDATE NOTIFY
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GENERAL ACCOUNTING: PROPERTY (FIXED ASSETS)
Sales, Losses, or Trade-in of Property

A SIB

PROGRAM DIRECTORS
DEPT. SUPERVISORS

CONTROL UNIT

REPRESENTATIVES

FINANCE OFFICER

PROGRAMW/
DEPARTMENT STAFF

PROPERTY CONTROL

CONTRACT
REPRESENTATIVES

PROCEDURE

e —A A

SALES OF PROPERTY

Obtain written approval from the funding agency and the Tribal Chairman
before any property or equipment is sold. Once approval is given, sale
must be based on receipt of bids from qualified buyers following formal
advertisement of the sale.

When equipment is sold, notify the Property Control Unit in writing
attaching copies of bids and receipts. Send a copy of this notification to
the Finance Officer and Contract Representatives. Delete the items from
program property records and fils bids, receipts, and the letter in property
folders by date.

Upon receipt of notification, update property records and enter changes
into the computer system. Fiie the lstter with copy of bids and receipts
into the program file, along with any Update Sheet used.

Upon receipt of notification of sale of goods, make apprapriate entries to
Contract Records and determine if any further action must be taken
regarding reimbursementto federal agencies for funds received.

Upon recelpt of notification, verify that funds received from the sale were
properly remitted to the Finance Office, deposited, and credited to the
proper accounts.

LOSSES OF PROPERTY

Wheneverit is determinedthat property has been lost or stolen, immediate
notify the Administrative Officer who will determine if a formal police report
should be filed. Submita letter of notification citing the description of the
propertyto the Property Control Unit and Contract Representatives. Delete
the item from program property records and file a copy of the letter in the
property folders.

Upon receipt of notification of loss of property, update property records
and enter the deletion into the computer system. File the letter and any
update sheets in the appropriate program foider.

Upon receipt of notification of loss of property, make appropriate entries
to contract records and file the notification in the contract file for the
program which originally purchased the item.
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GENERAL ACCOUNTING: PROPERTY (FIXED ASSETS)
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__RESPONSIBILITY PROCEDURE
| TRADE-IN OF PROPERTY
Trade-inof property or equipmentmust be in accordance with program regulations.
PROGRAM DIRECTORS 1. When any equipment or fumniture is to be traded in, prepare a staterment

DEPT. SUPERVISORS

TRIBAL CHAIRMAN

CONTROL UNIT

DEPARTMENT STAFF

»

to notify the Property Control Unit, showing, at a minimum, the tag
number, description, serial number, and date of trade-in. Submit the
statement with copies of transactions to the Tribal Chairman for approval.

Sign the statement to indicate concurrence. Send the original to the
Property Control Unit and a copy to the affected program or department
for updating of records.

Upon recelpt of the statement of notification, update property records and
enter information to the computer system, then file the statement, coples
of transactions, and any Update Sheet used in the program file.

Upon receipt of the copy of the statement of notification, proceed with the
trade-in transaction, update the program/depariment property records to
reflect the delstion, and file the statement in the property files by date.
Update of the property records to reflact the new purchase should foliow
normal procedures. (See H1-A4.1).
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PAYROLL: INTRODUCTION

Section lII-B contains Procedures, Forms instructions, and Forms to be followed and used for all activities within
the Payroll function. Areas covered are:

e B10 Personnel/Payroll Records
* B20 Advances, Loans and Deductions
s B30 Time and Attendance

s B40 Payroll System Processing
+ B-S5.0 Payroll Processing and Distribution
s B6O Payroll Accounting

Within each area specificprocedureshave been developedto assure payroil transactions and source documents
are properly preparedand submitted, payrolls are properly processed, and the payrofl transactions are properly
recorded. Processing of payroll tax reports and deposlts of payroll taxes withheld have been contractually
transferred to a payroll processing service center. Prior procedures dealing with the preparation of payrofl tax
reposts have thus been deleted.

With the revision of these proceduresand the introduction of the new payroll system, it is important that Program
Directors, Department Supervisors, and the Personne! Officer become intimately familiar with the procedures
contained in this section. The original procedures in Section B pertained mostly to the activities of the Payroll
Department. The revised proceduresare directed more &t the responsibilitiesand activities of the programs and
departments.

These procedures are govemed by Policy I-F, Payroll, as well as by certain parts of Policy I-J, Financial
Management, which govern recordkeepingrequirements. The objectives of the Payroll policies and procedures
are contained in the policy statement. In the revision of the palicy, much of the responsibility for compliance
with the established standards was shifted to the Program Directors and Department Supervisors, as the front
line managers responsible for the management of the compensation and attendance of Tribal employees. It is
intended that policy and procedures ars to ba followed by &ll Tribal employees such that salary payments are
only made for authorized employees and only for services actually performed, and that Tribal benefits granted
to employees, such as leave allowances, are not abused.

Policies of the Tribe which relate to personnelare contained in persor‘met policies and will govern in all other
matters not covered here. Responsibilitiesthat have been placed on the Personnel Officer in these procedures
relate to the processing of personnel actions and transactions, which must be entered into the payroll system
on & timely basis and with accurate and current information on employees.
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PAYROLL: INTRODUCTION

STATEMENT OF RESPONSIBILITIES

-

The following summarizes the responsibilities of key individuals and groups involved in Payroil activities. The
assignment of responsibilities falls into two categories:

. Those responsibilities related to the hiring and reassignment of employees, the authorization of
compensation and loans, and to the creation and submission of accurate and limely time and
altendance records, are allocated to the programs and departments, to the Personnel Officer, and to
the Tribal Chairman. These are contained in Procedures H1i-8-1.0, 11I-B-2.0, and 1lI-B-3.0.

® Those responsibilities related to the maintenance of the payroli system, to the processing of payroll
transactions and deductions, to the distribution of checks for payroll and deductions, and to the
maintenance of accurate accounting records reflecting the payroll expenditures and deductions, are

allocated to the Finance Office Payroll Department, the Finance Officer, and other Finance Office staft.
These are reflected in Procedures IlI-B-4.0, 1i1-B8-5.0, and Il-B-6.0.

This delineation of respansibilities makes clear that the payroll function is not solely a Finance Office activity.

TRIBAL EMPLOYEES

Employees are compensated for services performed and for leave which is authorized under Tribal Policies and

properly approved. Employeesare responsiblefor recording actual hours worked and leave taken on the logs,
timesheets, and leave slips as provided in these procedures.

PROGRAM DIRECTORS/DEPARTMENT SUPERVISORS

To ensure proper control of payroll disbursementsand management of the leave benefits, Program Directors
and Department Supervisors are responsibleto see that employees are paid only for hours actually worked and
for benefits actually accrued. This responsibliity extends to review of timesheets, review and authorization of
leave taken, monitoring of leave accrual balances, and approval of any salery loans within Tribal Policies.

The responsibility for managementof accrued compensatory leave for overtime worked Is also governed by the
program responsibilityto manage and maintain program expenditurgs within approved budgets. Directors and
Supervisorsmust thus review payroll reports and maintain accurate internal program records to permit projection
of budget deficiencies that may be created by insufficient funding of unreported liabilities for accrued leave.

Directors and Supervisors must also actively manage the assignment of work to employees to reduce the
accumuiation of excessive levels of overtime compensatory leave.

Program Directors and Department Supervisors have been cherged with primary responsibilityfor enforcingthe
Payroll policies and procedures. Failure to submit supporting documents for each payrollon a timely basis will

resultin payroll checks for employees being withheld, and subjectthe Directors and Supervisorsto disciplinary
action.
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PAYROLL: INTRODUCTION

PERSONNEL OFFICE

The Personnel Office Is the central point for hiring and discharge of employees, for making pay adjustments,
for documenting deductions, and for maintaining personnelrecords. Since the payroll function relies on having
the accurate status of employees in orderto produce correct payrolls, the Personnel Office has the responsibility
to send coples of any documents which affect payroll to the Payroll Office on a timely basis.

TRIBAL CHAIRMAN

Within the payroll process, the Tribal Chairman has the responsibility to approve or disapprove salary loans.
Rules under which these are granted are in the Payroll Policy. In addition, the Tribal Chairman controls the
_.. approval of new employees, adjustments in compensation, and acceptance of terminations. Violations of
procedures and policy regarding the placement of employees on the payroll by Program Directors and
Supervisors undermine the authority of the Tribal Chairman, and must be strictly enforced if the weight of the
. -, policies is to be maintained.

PAYROLL DEPARTMENT STAFF

. The Payroll Department staff play the key role in the processing of payroll. All documents which affect payroil
... are submitted to the Payroll Office, therefore, this staff must exercise strong controls to make sure information

"is accurale ard documents are properly completed and that changes are made to the payroll system files only
on the basis of proper and timely written authorization. Key responsibilities are:

. Establishing and maintaining accurate manual and computer records on all employees, and providing
security controls to avoid tampering with files.

. Validating timesheetsand leave authorizations submitted by the programs and departments, and review

of payroll calculations provided in the payrofl system to essure correct computation of payrolls, payroll
deductions, and leave balances.

. Preparing the payrolis on a timely besis and processing of payroll deductions only on the basis of
properly approved payroll documents.

. Preparing accurate payroll reports for use in making distribution of payroll costs to grants, programs
and departrents, and transferring payroll funds.

. Monitoring the activities of the payroll service center to assure timely and accurate deposit of payroll
taxes and withholdings are made and that payroll reports are filed on a timely basis.

. Distributing timely reports to the Personnel Department and to programs and departmentsto assist in
the management of payroll and leave costs and liabllities.

-
¥

The Payroll Supervisor, in particular, is responsible for making sure the payroll processesare enforced and that
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PAYROLL: INTRODUCTION

the payroll system calculations, tax deposits and reports are completely and accurately processedby the payro#t
service center.

ACCOUNTS PAYABLE SECTION

Within these procedures the Accounts Payable Section is responsible for making payment of salary advances
and loans and for processing payments for distribution of payroll deductions and transfers to the Payroll bank

account to fund each payroll. These processes are to be performed in accordance with normal check
processing procedures contained in Section A.

CONTRACT REPRESENTATIVES

The Contract Representatives are responsible for reviewing-ail-documents related to hiring-of employees to
assure the positions are budgetaed and in accord with contract requirements, initiating reimbursement of travel
~~gdvances, and. posting.of the:distribution.of the payroll costs to. the programs and departments following the
. + Chart of Accounts: The:ContractRepreseatativesareralsotespoasiblefor maintaining and dlsh'ibutlng updated
- -copies of the Chart:of Accountsito:support-accurate.coding:of payroll transactions. - =

FANANCE OFFICER

The Finance Officer has overall responsibility to assure payrolls are processed properly. This Includes making
sure procedures are followed, including requirements that budget controls be enforced, that proper
documentation is kept, that cash transfers are made on a timely basis, and that tax deposits and reports are
gccurately made by the service center. The Finance Officer will approve all disbursements of deductions, and
reconcile the payroll bank account. In addition, the Finance Officer will monitor compliance with the Payroll
policy by programs and departmentsand report repeatedviolations to the Tribal Chalrman for disciplinary action.

el
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HIRING PROCESSES

PROGRAM DIRECTORS 1. Employees may be hired for either temporary or permanent positions only
DEPT. SUPERVISORS after completing all Finance Office and Personnel Office requirements, in
accordance with Tribal policy. These requirementsapply to new hires and

to reassigments of current employees to new positions.

a Finance Office requirements include the following:

1) Obtain written certification from the Finance Officer that
the employee position has been included in the budget,
that the amount budgeted is sufficient to cover the
proposed employee's salary, and that an account has

. been established in the Chart of Accounts for the position.
( . . This must be done before the employee is hired.

2) Before the first day of work, submit a copy of the letter of
appointment and a W-4 Form (Ref. lil-B-1.1a) to the
Payroll Depariment. This must be done before an
employee can be placed on the payroll system.

b. Personne! Office requirements include the following:

1) The personnel classification and salary for the position
must be determined and established in accordance with
Personnel policies and procedures.

2) A fetter of appointment must be completed by the
Personnel Office and signed by the Tribal Chairman before
the employee may be hired.

3) The new employee must complets all required forms and
statements before the employee may report to workc
These include the personnel information forms, Form 1-9,
Drug Free Workplace Statement, the W-4 Form required
by the Finance Office, and other forms required by Tribal
palicy or by the program contract requirements,

*Program Directors will be subject to disciplinary action for hiring of
employees without advance authorization of the Tribal Chairman, and
without sufficient budget for the position.* (Policy I-F)

Vaal
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PERSONNEL OFFICER 2. Once hiring/reassignment procedures have been completed, prepare the
letter of appointment, and obtain the signature of the Tribal Chairman. The
contents of all appointment letters wili include:

a.

Name of the program involved.
Account to be charged.

Effective date of employment.
Length of employment, if temporary.

Wage classification data, including job description and level of
salary or hourly compensation.

3. If it has not already been done, have the new employee complete a W-4
.+ Form,(Ref: }I1-B-1.1a).- Review the W-4 Form for completenessthen submit
. the form.and.a.copy of the letter.of appointmentto the Payroll Department

-no later than the employee’s first day of work in the new position.

4, Full-time permanent employses are eligible for health insurance coverage
and may participate in the SRST Retirement Plan.

a.

If health insurance coverage is desired by the employes, have the
new empioyee complete a Blue Cross and Blue Shieid Insurance
Membership Application form (Ref. 1I-B-1.1b).

if the employee desiresto participate in the Retirement Plan, have
the employee compietean SRST Retirement Plan Application form.
Note: Application for admission to the Retirement Plan is only
done once a year prior to the beginningof the Plan Year (normally
August 1). New employees and other employees wanting to
participate may do so at that time.

Review the applications for completenessand submit them to the
Payroll Department with the letter of appointment and W-4 Form.

5. inform all employees that any payroll status change (withholding tax
exemptions, marital status, position, rete of pay, deductions, etc.) must be
reported to the Payroll Department in wriing before the change will be
made to the payroll records. (See Procedure lIl-B-1.2.)
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W-4 Form, Emplayee’s Withholding Allowance Certificate
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W-4

FORM INSTRUCTIONS: FORM NO. lll-B-1.1a
Form, Employee’s Withholding Allowance Certificate

Form W-4 (1994)

Want Mere Meney In Your Paycheck?

¥ you expect to be sbie 10 take e samed
Incorne credit lor 1894, you canh have part of &
sdded o your take-home pay. For detaks, get
Form W-5 from your esnploysr.

claim you 83 & deperxient on their tax reRam. Otharwise, you may find that you owe
Basic Instructions. Enpioyess who sre nol atdiional tax at $e end of the yeur

Pl should the Personel Twe Exmers/Twe Jobe. i you have & working
Alitrwrances Woraheet. Addllionsl workshests mﬂumm“hmnlnwm
are provided on 2 for amployess to number of sliowences e entitied 10 claim
adjust thelr besed on on sl jobs using from only one
Homized ncome, Form W-4. This tolal shouid be divided among
or

Purpese. Complete For workshests wil the mumber of the W4 fiied for the gho and
can withholkd mm’d —e} are antitled %0 mmnm h':m.-s.

Income tax kom your pay. MW.&WMM Chock Your Withheiding. Afler your W-4
Eaemption Frem Reading 7o Sowences \wkes ofect, you can Uns Pub. 18, la Uy
the cenlicats below 10 aee If You can claim Nead of Houssheld. Generally, you claim  Yakhetfiag for 19847, ' ses how the
wmu-r.mnnu heed of household fling stalus on your dollar amount you e having withheld
do net compisie fines 5 and §. No Fedena retum only ¥ you are unmasvied and pey mom compares $0 your astineted tolal snnual tax.
income tax will be withheld from your pay. mmunmwum Ws recormand you get Pub. 918 "
"“"“""’"‘”‘,g"?&'{"""“"“ m“m o ather gmummnaom *
Nets: You camot clain eserpiian fom Nenwage Wnwame. ¥ you have & lwps amount mﬂﬂﬁm 'alsm"n'

¥ (1) your bxcome exceeds 3600 of momwags income, such s interest or . e o el aloarn O
mmmmw dhvidends, you should coneider direciory salgnce number
and dividends), snd (2) another person can ostimated \&X pEyments using Form 1 Rrther help.
Pirsonal ASowances Workaheet

A Enter*1"forysurself i noonssisscanclaimyou as adepertent . . . . . . . . . . Y | Q.

¢ You ase single and have only one job; or

B Emu'i‘l!:{ ® You-sre manied, have.only ona job, and your spouss. dose.not. work; of .. B
14

, ‘8. Yolrwages irom s-aeciind Job'of Yourspouss's wages {orthe-total-of-buth)-are $1,000 or less. -

. G~ Enter-21" Jo¢ your;8peuss. Butlyou may-.chouss 10 enter 0~ if you.ars.martied and have sither a-working spouse. or
”MMMMMMW'MWMM e e =T 4 e e e e e e . ©
Mwmdmmhnmwwmmuwm,ﬂcunmwmm; . - <% D
E " Entir"1" & you wil file}as head.of heusehwld. on:your tax relurises -conitions under Hesd of Househeld abowe) €
R ~m.-1rm-mmwzwwmmmwmmmdﬂmm -« . F
+ G .1 A0 Sres ASeudh £.20d: sptersiotal i, Jiuie: TNE-Sm0us 2y :2e SSerent. e She Amsber_it: sbmpBons. you.claim.on wurntum.p Q.

@ Myou plen 10 Nemize or clalm’scustments o Ineeme and. want 10 redwuce your-withhalding. soe the Deductions
For sceunacy, and Adjustments Woricshest on page 2.

-umnmmmmmmmmmmmmummm@moﬂu

worksheets mnmmm.mwummmmmhmmmumm
that spply. sso.wo.mmmwwwmummzlywmwmummmuxm.

.lmummmﬁﬁmmmummmemnsumm below.

------------- crescecceess CUt hurw ond Oive TG COMINONAS 18 YOur emploper. Keop the tap portion for YOUF TGOBNEE, --<:ooosnsrctteseessooese

o W4 Employee’s Withholding Allowance Certificate l OMB Ne. 1545-0010
EmEae 1994

1 Type of privt your sl name and siddle Intial

thM“MMMM&mm
Last narme -

T Yw“mw
i i

Home sidress umber snd sirest or Aral Kase)

3 3 g [ vomen [ mares, tut witwans ot higher Single rate.
Pt 7 nrind, dnf gl SwURE, & WORse & § Aswaokiv? slen, shect the Shgle det.

Chty of town, siste. ardd DP cade

& ¥ your last name Mifers o that on your social secirty cand, chack
here and call 1-800-772-1213 lor mere inipssation. - - - P

Total nember of sloWIACAS YOU &re clsisieg (irom Aine G above or from the woskcshests on pege 2 i they apply) .
7 |mmmmmlmu!ww'mmaummmm

oliManaMMMFMMUMMIMNOmWM
& This yaer | axpect a sslund of ALL Federsl income 1ax wilhheld because | epect 1o have NO tax

¥ you mest both conditions, enter "EXEMPT" hee .. . . . . . . . . . . . .» |?
Undler permiion of parjury, | cartily 1hat § am entiied! 18 the numbaer of wilivesiding shw kned on fhia o entilad ©O Claim eusmpt status.
Employse’s signature » Oate > , 19
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__RESPONSIBILITY PROCEDURE -
CHANGE TO RATE OF PAY
PROGRAM DIRECTORS 1. Changes to employees’ rete of pay must be documented by an official

DEPT. SUPERVISORS

TRIBAL EMPLOYEES

authorization from the Tribal Chairman. Changes to rates of pay may
occur as result of broad-based changes to the Tribal compensation plan,

or may be due to pay increases, promotions, or changes in classtfication
of individual employees.

a Changes to the compensation plan must be approved by the
Tribal Council. These changes will be supported by the Council
minutes and be initiated by the Personnel Department.

b. To change an Individual employee’s rate of pay as result of a
personnelaction such as a promotion, change in clessification, or

. pay Increase, obtain approval of the Tribal Chairman in a letter of

- authofization, -following the 'procedures established in the

- Personnel policies,"-and with concurrence of the Personnel Officer.

When the:change in pay is- approved by. the Tribal Chairman, submit a
.-copy of-the letter to the-Payroll Department at least one.week prior to the
start of the pay period in which the pay increase/change is to take effect.
The advance notification is required by the Finance Office to permit
sufficienttime to updatethe payroli system prior to the affected pay period.

CHANGES TO PAYROLL TAX WITHHOLDING

Federal Form W-4, Employee’sWithholdingAllowance Certificate (Ret. Ii-B-
1.1a) Is the official dooument that supports the amount of federal income
tax that the Payroll Department must withhold from each employee's
payroll check. This form provides the information (name, address, soclal
security number, and exemptions) that the Tribe must use to report
employee eamnings to the Federal government. t also is used by the
employes to adjust the amount of income tax withheid from each check.

If any of the information shown on the originai W-4 Form changes, such as
a change in surname, address, marital status, or numbers of exemptions,
complete a revised W-4 Form and submit it directly to the Payroll
Department for entry of the changes to the payroll system.
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AUTHORIZED PARTIES 3.

CHANGES IN PAYROLL DEDUCTIONS

Payroll deductions are made from employee paychecks for & number of
ftems, including heaith insurance, retirement contributions, repayment of
loans and advances, and voluntary and involuntary deductionsto outside
parties. All changes to an employee's net pay, other than those imposed
by court order or judgement, must be supported by some form of
authorization signed by the employee. The Payroll Department will not
add, change, or delste a payroll deduction without such authorization.

To make changes to deductions or status on health insurance, including
to cancel the policies or to add new coverage, obtain a revised application
form signed by the employee (Ref. ili-B-1.1b). Review the revised
applications and submit a copy to the Payroll Department to Initiate the
new deductions or to change existing deductions.

For retirement plan parficipation and contributions, coordinate the
processing of new applications during the annual "open season® prior to
the start of the Plan Year, working in cooperation with the representatives
of the plan carrier.

a Submit copies of the Retirement Plan Applications to the Payroli
Department together at one time to facilitate control and update of
the payroll records for the new participants.

b. For other changes, such as canceilations, process documentsand

submit coples to the Payroll Department within the payperiod in
which they will take effect.

To requesta changsto other payroll deductions,assemble the appropriate
documentation, obtain the necessary signatures of authorizing officials and
the employee, and submit the documentation directly to the Payroll
Department at least one week prior to the start of the pay period in which
the deduction change is to take effect. Examples of authorizations are:

a Rent deductions- Submit SRST Housing Authority documents that
show the amount of the rent deduction to be made from each
check.

b. Education loan deductions - Submit Education Office loan
documentation that shows the amount to be deducted from each
pay check. [f a maximum amount to be withheld is not shown, the
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payroll deductions will continue until a notice to stop is submitted
to the Payroll Department.

c. Bank payments - Must be supported by a statement signed by the
employes authorizing the deduction and showing the amount to
be withheld from each check, the total amount of the withhokdings,
and the party to whom the payment is to be sent.

d. Court and civil judgements- Must be supported by a copy of the
judgement order showing the party to whom the payment is due,
the total amount of the judgement, and the amount of the
deduction to be withheld from each pay check.
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—_RESPONSIBILITY

PROCEDURE

RESIGNING
EMPLOYEE

PROGRAM DIRECTORS
DEPT. SUPERVISORS

.PERSONNEL:OFFICER

PROGRAM DIRECTOR
DEPARTMENT
SUPERVISOR

Employee terminations may occur dueto resignation, or dueto termination
by the Tribe.

EMPLOYEE RESIGNATIONS

Resigning employees must submit a letter stating the reasons for
resignation to the Personnel Office, with a copy to the employee’s
supervisor, before the last day of employment. This information will be
filed inthe employee's personnelfile. Theresigningemployee must submit
a final time sheet through the last date of employment in accordance with
nommal payroll procedures. (See llI-B-3.1.)

When the leiter of resignation is received, prepare an Employee
Termination Clearance form (Ref. ili-B-1.3a) and review the items listed on
the form with the employee to assure all work responsibiiitiesare properly
completed, all equipmentis returned, and any outstandingtravel advances
are reconclled and settled with the Tribe. Sign and date the form and
submit it to the Personnel Officer.

When the letter of resignation and the Employee Termination Clearance
form are received, prepare a letter accepting the resignation for signature
of the Tribal Chalrman.

a Review and sign the Employee Termination Clearance form, then
submit the form and the letter of acceptance to the Tribal
Chairman for signsture.

b. Send the original of the letter to the employee, and place a copy
Inthe employee's personnelfile with a copy of the Clearance form.

c. Send a second copy of the letter and Clearance form to the
Payroll Departmentfor processing of the termination In the payroil
system.

EMPLOYEE TERMINATIONS

if the employee is terminated by action of the Tribe, prepare a letter of
termination, according to the requirementsin the PersonnelCode, and the
Employee Termination Clearance form. Submit the documents to the
Personne! Office for processing. Note that a final time shest must be
submitted to the Payroll Department for all hours worked to the last date
of employment, following normal payroli procedures.

DATE ISSUED: | PROCEDURE NO.: |
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2, Process the letter of terminalion as provided in personnel policies, review
and sign the Employee Termination Clearance form, and submit the
documents to the Tribal Chairman for signature.

a Place copies of the documentation in the employee’s personnel
file.

b. Submit a copy of the letter of termination and of the Clearance

form to the Payroll Department for processing of the termination
in the payroll system.

FNAL PAYCHECKS

. !4, e Finalpayroll.checkswillbelssiuédon the fiest normal pay. day following the

+-73.pay périod Inwhich-the employes. terminates. .There will be no early

.+ -urelease.of final payrofi‘checks-unider any circumstances.
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Salary Advances

— RESPONSIBILITY

PROCEDURE

TRIBAL EMPLOYEES

PROGRAM DIRECTOR
DEPT. SUPERVISOR

TRIBAL CHAIRMAN

A salary advance, as authorized in Policy I-F, describesa payment of earnings for
a pay period in advance of the normal payroll cycle. Salary advances are only
allowed in the case of a death in the employee’s immediate family, and are limited
to the amount of eamings in that pay period to the date of the edvance. The
amount advanced is paid on regular disbursementchecks, and is deducted in full
from the amount earmned during that pay period when the regular pay check is
processed for the pay period.

2.

REQUESTING A SALARY ADVANCE

To request a salary advance, submit a written request to the Program
Director or Department Supervisor for approval. Prepare and sattach a
completed Time Sheet (Ref. lIl-B-3.1a) covering the time earned during the
pay period up to the date of the advance.

Note: At the end of the pay period a Time Sheet for the remaining hours

in the period must be prepared and submitted to the Payroll
Department following normal procedures. The combined total of
hours on the two Time Sheets must equal the actual hours

normally paysble in the pay period.

Review the time shown on the Time Sheetand verify that the hours worked
are correct and properly coded on the Time Sheet.

a

if part of the time to be advanced is chargeable to earned leave,
verify that approved Leave Authorizations (Ref. 111-B-3.2a) have
been submitted and are on file to support the leave taken.

Indicate approval of the request by signing both the written
request for salary advance and the Time Sheet, then forward the
written request and Time Sheet to the Triba! Chalrman for
approval.

indicate approval or disapproval of the advance request by signing the

written request. if approved, forward the written request and Time Sheet
to the Finance Office for payment.
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FINANCE OFFICE PROCESSES

Compute the amount of the gross eamings based on the hours shown on
the Time Sheet and calculate the net amount to be advanced after
deduction of a provision for tax withholding.

a Indicate the net amount to be advanced on the request, and
indicate the payroll account codes and advance codes to be used
to record the payment, then forward the advance request to the
Accounts Payable Section for payment.

b. Place a copy of the requestwith the Time Sheetin a temporary file

for entry of the advance into the payroit system. (See Procedure
n-8-42)

et zNotethIsp&ﬂ&TifneSheetnmstbaaidedto thefinal Time Sheet *
- subfiitted for-the.employséfor the pay period.

-+ ACCOUNTS: PAYABLE -%2s w2 Revidwthe documeéntationprovided and-assign a Purchase Order number
.. "..«SECTION . —in i StdONthacReqUest FociSalary YAdvance «entering the-information from the
Requestinto the Purchase Order Log (Ref. ll-A-1.1¢). Prepare the check

following normal procedures for manual checks (See Procedure 1i1-A-2.3),

obtain the necessary signatures,and distributethe check to the employee.

a File check coples according to Procedure ll-A-2.3.

b. Enter the check into the accounting system according to
Procedure lil-A-2.2.
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Salary Loans
RESPONSIBILITY PROCEDURE

A salary foan, as authorized in Polley I-F, is permitted to Tribal Councit members
and employees in an amount not to exceed $500. Salary loans are limited to the
value of the accrued annual lpave an employee may have accumulated, to the
maximum of $500. Only one salary loan may be outstanding at any one time, and
only four loans per fiscal year are sllowed. Salary locans are paid on regular
disbursement checks. The repayment is made through payroll deductions, at a
minimum of $25 per pay period. A five percent (5%) service charge is deducted
for each loan from the first deduction payment.

PROGRAM DIRECTOR 2.
DEPT. SUPERVISOR

REQUESTING A SALARY LOAN

To requesta salary loan, submit a written requestto the Program Director
or Department Supervisor for approval, following a standard format.

a. The Salary Loan Authorization request shouid indicate the number
of hours of accrued annual leave that the employee has avallable,

the amount requested, and the proposed payroll deduction
amount for repayment.

b. The calculation of the loan value is the employee's hourly rate of
pay as shown on the payroli records, times the number of hours
of accrued annual leave to be pledged, to a maximum of $500.

Caution: Hours of annual leave pledged as coliateral for the salary
loan will not be avaflable for use as leave pay. Should the
employee require leave while the lsave is pledged, time off
taken will be treated as Leave Without Pay.

Review the Salary Loan Authorization and verify that hours of accrued
leave are correct as shown in the program/department leave records.

a I the employee has an existing outstanding salary loan, or [f the
employee has excesded the number of allowable salary loans in
the fiscal year, deny the request.

b. indicate approval of salary loans that meet the policy requirements
by signingthe Salary Loan Authorization.

c. Retain a copy of the Authorization in the employee’s payroli/leave
fiis to prevent use of annual leave pledged on subsequent pay
period Time Shests.
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PROCEDURE -

PAYROLL SUPERVISOR

TRIBAL CHAIRMAN

d. Submit the Salary Loan Authorization to the Payroll Department for
review and verification of leave accruals.

REVIEW AND APPROVALS

Compute the value of available leave to cover the amount of the requested
salary loan, based on batances shown in the central payroli records for the
employee, and verify thet the employee does not have any outstanding
loans or that the employee has not exceeded the allowable number of
loans in the fiscal year.

a if the employee has an existing loan outstanding, notify the
Director/Supervisor and the employee that the loan requestwill be

- - = denied-unless dnd-until the-existing loan Is repaid. In this event,

Indicate disapproval - on” the vequest, retain a copy in the
- ugmployeé’s payrdlifileito document the-action taken, and return
the request tothe Director/Supervisor.

b. . -i:the.avallable:accumulated leave.is insufficient to. support the
amount of loan requested, notify the employee and Director or
Supervisor to determine if the request should be modified to a
lesser amount equal to the value of the accumulated leave.

1) if the employes and Director/Supervisor concur, indicate
the reduced amount of the salary loan on the Salary Loan
Authorization, signit, and forward it to the Tribal Chairman
for approval.

2) If the employee does not wish to obtain the lesser amount
of loan, indicate disapproval of the request, and return it
to the Director/Supervisor, retaining a copy for the
employee’s file to document the action taken.

c. If the request contains no exceptions, sign the Salary Loan
Authorization to Indicate approval, and forward it to the Tribal
Chalrman for approval.

Indicate approval or disapproval of the advance request by signing the
Salary Loen Authorization. i approved, return the Authorization to the

Payroll Department for assignmentof deduction codes and processingfor
payment.
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PROCEDURE

ISSUANCE OF PAYMENT

When the approved Salary Loan Authorization is returned by the Tribal
Chairman, enter the payroll account and advance deduction codes on the
form and forward it to the Accounts Payable Section for payment.

a Retain a copy of the Salary Loan Authorization in the employee's
payroll file, noting the hours of annual leave that have been
pledged as collateral.

b. Enter the payroll deduction in the payroll system following
Procedure (I-B-4.2.

Review the documentation provided and assign a Purchase Order number
to the Salary Loan Authorization, entering the information from the Loan
Authorization into the Purchase Order Log (Ref. lil-A-1.1c). Prepare the
check following normal procedures for checks (See Procedure lll-A-2.2),
and distribute the check to the employee.
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FORM INSTRUCTIONS: FORM NO. lll-B-22a
. Salary Loan Authorization
SPACE#  __INFORMATION REQUESTED DESCRIPTION

1 Requestor Name of employee requesting salary loan.

2 Date Date of request.

3 Program Enter name of program/department.

4 Job Title Enter empioyee’s job title.

5 Amount of Request Enter amount of salary loan requested, not to exceed
amount allowed in Payroll poficy.

6 Date Needed Indicate date loan disbursementis needsad.

7 Purpose of Salary Loan Describe purpose of salary loan.

8 Terms of Repayment Indicate amount of repayment to be deducted from
each pay period and any other terms deemed
appropriate.  Repayment must meet minimum
requirements of Payroll policy.

9 Requestor (Signature) Signature of employee requestingioan.

10 Concurred (Signature) Signature of Program Director or Department
Supervisor to indicate concurrence with loans that
mest the policy requirements.

11 To Be Completed by Payroll Payroll Department entries:

Department:

a Enter annual leave hours awveilable as
coltateral for the loan.

b. Indicate #f Tribal budget is available for the
requested payment,

c. Indicate if the employee has any outstanding
loans. [f yes, the loan request must be
disapproved.

12 Verified By: Signature of Finance Office Payrofl Supervisor to

indicate the loan request meets policy requirements
and may be considered by the Tribal Chairman.
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SUBJECT: -
FORM INSTRUCTIONS: FORM NO. iii-B-2.2a
Salary Loan Authorization
SPACE # INFORMATION REQUESTED DESCRIPTION

13 Tribal Chairman Approval: Tribal Chairman Approval:

a. indicate if the loan request is approved or
denied.

14

b. Signature of the Tribal Chairman to indicate
approval or denial of the request.

c. Date approved or denied.

G/ Loan Account Coding:

This space is to be left blank until the loan is

approved by the Tribal Chairman. it is to be used by
the Payroll Depastmentto indicate the General Ledger
.Loan Accountcodingto which the loan disbursement

is to be charged.
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PROCESS FLOWCHART
PROGRAMS/ l FINANCE OFFICE l TRIBAL
DEPARTMENTS ACCTS PAY/CONT REPS | PAYROLL DEPARTMENT | FINANCE OFFICER OFFICERS l
\
| CONTRACT REPS
| \-“_/7 SEE I11-A-2.4
TRAVE
\ -
INDICATE APPROVE
DED AMT [Jgem-c-cmccemvcammonacnans snesp] PAYROLL
ol T/A DEDUCTION
NOTIFICATION TO
TRAVELER
ENTER OED
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PROCESS
§ PAYROLL DED
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SUBJECT:
PAYROLL: ADVANCES, LOANS, AND DEDUCTIONS
Travel Reimbursement Deductions
—RESPONSIBILITY PROCEDURE -

A travel advance for oft-reservation travel may be made based on the submission
of an approved Travel Authorization form (Ref. lli-A-2.4a). This form is retained by
the Finance Office Contract Representativesfor program-fundedtrave! and by the
Accounts Payable Section for TribalHunded travel, pending filing of the travel
expense report after completion of the travel. Travel expense reports are to be
submitted to the Finance Office within five days after completion of the travet and
settlement of the amounts advanced provided. When the expense report is not
filed, or the excess reimbursementis not made, the advance balance or total will

be deducted from the traveler’s next paycheck.
CONTRACT 1. To initiate de&u&ﬁou of the unreported/unsettied trave! advance from the
REPRESENTATIVES traveler’s salary, pull the Travel Authorization from the temporary file and
ACCOUNTS PAYABLE indicate on the form the amount of the advance that is to be enteredas a

SECTION deduction in the payroll system.
( 2, Notify the Finance Officer of the pandingdeductionand obtain his approval
to process the deduction.
3. Submit a copy of the Trave! Authorization form to the Payroll Department
and send notification to the traveler that the action has been taken.

PAYROLL SUPERVISOR 4. Establishthe payroll deduction for unreported/unsettied travel advance as

follows:

a Enter the payroll account and deduction codes on the capy of the
Travel Authorization form.” The deduction codes should show the

Tribe as the payes.

b. Enter the payroil deduction in the payroll system following

Procedure 1lI-B-4.2.

c. File the copy of the Trave! Authorization in the employee's file to
document the authorization for the payroll deduction.
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PAYROLL: TIME AND ATTENDANCE
Time Sheets

RESPONSIBILITY

PROCEDURE _

EMPLOYEE

PROGRAM DIRECTOR
DEPT. SUPERVISOR

Record daily attendance of each employee on the Daily Time Logs (Ref. lil-
B-3.18). At the end of each pay period, total the hours on ths logs for use
in preparing Time Sheets. Obtein blank Time Sheets (Ref. 111-8-3.1b) from
the Program Diractor or Department Supervisor.

Fill out the Time Shest following the instructions, based on hours shown
on Dally Time Logs. The following items are to be accurately completed:

a. Employee name and number.,
b. Pay period number and dates.

C. Total hours to be paid allocated according to the types of pay:
regular, compensatory, holiday, paid annual leave and sick leave,
and leave without pay.

d. leave accrual, cument period activity, and balances (see
Procedure iIl-B-3.2).

e. Signature of employee acknowledging that the information
reported on the time sheet Is accurate and complete.

Submit the completed original Time Sheet and Daily Time Log to the
Program Director or Department Supervisor by 8:00 a.m. on the Monday
following the end of each pay period.

Verily that all Time Sheets and Time Logs are received.

a Review the entries of hours made and the allocation to different
types of pay and verify that the entries have been made correctly.

b. Verify that the allocation of hours shown on the Time Sheet is
supported by the entries on the Time Log, approvals for gvertime
or use of compensatory time, and approved Leave Authorizations.

c. Sign each Time Sheet to authorize payment to be made by the
Payroll Department.

Send ell Time Sheets, Time Logs, and Leave Authorizations to the Payroll

Department by 10:00 am. on the Monday following the end of each pay
period.
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FORM INSTRUCTIONS: FORM NO. lii-B-3.1a
Daily Time Log
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SUBJECT: i
FORM INSTRUCTIONS: FORM NO. liHB-3.1a
Daily Time Log
_SPACE # INFORMATION REQUESTED DESCRIPTION
1 Name Enter employee name.
2 Pay Period Enter the number of the pay period.
3 From Enter starting date of pay period.
4 To Enter ending date of pay period.
5 In/Out Enter time employee came in to work and left each
day both moming and afterncon.
6 Travel, Annual, Etc. Enter number of hours of time
off applicable to each category of leave.
L - 7- - Total Hours Entertotal hours to be paid for the day either working
) or an autharized leave with pay.
8 Calkin Time Enter time of day at which employee calied to report
absence.
9 Program Enter name of program.
10 Summary of Leave Enter beginning balance, leave hours sarmed and

used, and ending balance for annual, sick, or
compensatory time. Hours used should equal the
total of the individual days.
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FORM INSTRUCTIONS: FORM NO. li-B-3.1a
Daily Time Log
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SOBJECT:
FORM INSTRUCTIONS: FORM NO. #li-B-3.1b
Time Sheets

SPACE # INFORMATION DESCRIPTION =

1 Name Enter name of employee.

2 Employee Number Enter employee’s payroll number that is assigned by
Payroll Department.

3 Reporting Unit Enter name of program or department to which
employee’s time is to be charged.

4 Pay Period Enter number of the pay period that Is scheduled for
payment.

5 .. Leave balance brought forward ... A Leave Balance: Bring forward the ending

: -~ balances of each type of leave from previous

- X pay period and enter in boxes provided.

¥ leave accrued ... B. Leave Accrued: Enter amount of leave
) accrued for pay period scheduled for
payment.
" Aggregate of leave available during C. Leave Avallable: Enter amount of leave
this period available by adding the first and second lines
of boxes.
Dates Worked:

6 From Enter beginning date of pay period.

7 To Enter ending date of pay period.

8 Time in Pay Status Reference Daily Time Log and enter dafly hours
employes has worked or is in pay status, according to
the proper classification: reqular, overtime,
compensatory time.

9 Time Absent Enter any usage of each type of leave in proper box.
Attach all completed Leave Authorization slips
supporting usage.

10 Pay Period Total Enter totals of “Time in Pay Status” and *Time Absent”

columns for the pay period. These are the totals of
columns 8 and 9.
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PROCEDURES [ DATE REVISED: PAGE WO.: |

FORM INSTRUCTIONS: FORM NO. liI-B-3.1b

Time Sheels

SPACE #

11

12

13

14

INFORMATION REQUESTED

Balances at Clase of this Period

(Blank Space)

Certified Correct

Supervisor

DESCRIPTION

Enter total hours of ieave available at the end of the
pay period in each appropriate column. These are
calculated by deductingusage for each type of leave
{totals in ltem 10, leave taken) from balances shown
in ltem Sc.

Summarize in the blank space the total of hours to be
pald (hours worked and leave taken), with the totals
for each of the following types of hours and codes:

R = Regular hours

V = Vacation (annual leave)

A = Administrative leave

C = Compensatory leave taken
S = Sick leave taken

H = Holiday pay.

The total of-these hours:should-equal the totals of
item 10.

Employee must sign on line provided signifying all is
corract.

Supervisor of employee must sign time sheet to
signity approval for payment.
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PAYROLL: TIME AND ATTENDANCE
{eave Authorizations
—_ RESPONSIBILITY PROCEDURE

PROGRAM DIRECTOR
DEPT. SUPERVISOR

EMPLOYEE

All leave taken must be in compliance with Tribal leave poficy as stated in
personnel policies. The usage of leave must be monitored by the Program
Director or Department Supervisor, who is directly responsible for
employee compliance with the Tribe’s policy.

PROGRAM/DEPARTMENT LEAVE RECORDS

The employee’sright to accumulated Ieave representsa financial obligation
of the Tribe. The recording of accurate balances must thus be treated with
the same degree of managerial concern as other liabilities of the Tribe.
The following records are to be maintained by Program Directors and
Department Supervisors, to show balances, accruals, and usage for each
employee for each class of leave.

a. A ledger sheet for each employee showing for each class of ieave
the accumulated balance availabie, the additions each pay period,
and the hours of leave taken in each pay period. Additions are
based on the Tribal leave policies; hours taken are supported by
the copy of the approved Leave Authorization (Ref. lIl-B-3.23).

b. Afile for each employee containing the program/department copy
of the Leave Authorization. The authorizations should correspond
with each incident of usage reported in the leave ledgers, and with
each lsave usage entry shown on the pay period Time Sheats.

c. A copy of payroll system leave reports showing a reconciiiation of
the program/department leave ledgersto the balances shown on
the system reports.

Entries to the leave ledgers should be made each pay period and a
reconciliation of the balances completed with the receipt of the payroll
system reports at the end of each pay period. Differences are to be
reported to the Payroll Department immediately.

DOCUMENTATION OF LEAVE TAKEN

When any form of leave is taken, complete a Leave Authorization form in
accordance with the instructions (Ref. [l-B-3.2a), sign it, and obtain the
approval of the Director or Supervisor.
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Leave Authorizations
RESPONSIBILITY PROCEDURE

i . 1

NS Sl

DEPT. SUPERVISOR

2. At the end of the pay period attach all approved Leave Authorizations to
the Time Sheet prepared for the pay period.

a if leave covers more than one pay period, fill out a Leave
Autharizetion for each time period.

b. Annual leave and sick leave taken must be recorded in minimum
increments of one hour. If the leave period is less than one hour,
record it as ane hour on the Leave Authorization, and later on the
Time Sheet. Compensatory time off can be recorded in fractions
of one hour.

c. -. Submit the. Time.Sheet and the attached Leave Authorizations to
.. the Program Director. or. Supervisor.

- %0, s NOt@s-. Arydeavesnotedson: the usage.column of .the. Time. Sheet not

. shunaccompanied by ar:approved Leave Authorizatiorrwill be treated as teave

-without pay.

s oA PROGRAMBIRECTOR 3 + + Review the TimeShigetsand'attached LsaverAuthorizations to make sure

the leave shown on the Time Shest has been authorized, that the entries
on the Time Sheets are correct, and that the proper class of leave taken
has been shown on the Time Sheet.

a Attach the original of the Leave Authorization to the original of the
Time Sheet, and submit the packet to the Payroll Department (see
Procedure [11-B-3.1).

b. Enter the leave taken and the leave eamed for the period on the
leave ledgers, as provided above, and place the documentsin the
employes leave records.

4, When the payroll system leave reports are recelved from the Payroll
Department, compare the entries and balances on the reports to the
entries in the leave ledgers and identify any differences. Notify the Payroll
Department of entries that were incorrectly made in the payroll system, or,
as needed, correct the entries in the leave ledgers to correspond with the
balances shown on the payroll system reports.
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FORM INSTRUCTIONS: FORM NO. i1-B-32a
Leave Authorization
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SUBJECT: -
FORM INSTRUCTIONS: FORM NO. lil-B-32a
Leave Authorization
PA INFORMATION REQUESTED DESCRIPTION
1 Name Enter employse name.
2 Date Enter date prepared.
3 Type of Leave Indicate type of leave taken.
4 Begin Enter month, date, and hour leave will begin.
5 End Enter month, date, and hour leave will end.
6 Number Hours Enter total hours of leave.
7 - Name of Practitioner Name of physician, if required.
8 "~. Signature of Approving Officer Signature of person approving leave. Normally this is
the Program Director or Department Supervisor.
9 Signature of Employee Signature of employee.
Reverse of Form
10 Certificate of Physiclan or To be completed by physician if required. Physician
Pratitioner shoulid:
a Enter name of empioyee
b. indicate dates of treatment
c. Sign and date the certification
d. Enter the physician's address.
1 Remarks If physician certificate Is required but not obtained,

employee must indicate the reason for not obtaining
the certificate.
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TIME
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REVIEW/APPROVE r;RDCA;QTA:T
OVERTIME M IN PAYROLL |
WORKED L SYSTEN 3
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- s m e

MONITOR  ACR
cour TIME |
%/ EMPLOYEE
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__RESPONSIBILITY PROCEDURE _

Therecording of earning and usage of compensatory time is provided in the Tribe's
automated payroll system. The Time Sheetis the source document used to reflect
compensatory time earned (time reported over 40 hours per week in a pay period).
Compensatory leave taken is reflected on the Time Sheet and supported by
approved Leave Authorizetions, as provided in Procedures IIl-B-3.2.

MONITORING OF LEAVE ACCUMULATION

PROGRAM DIRECTOR The Program Director or Department Supervisor is responsible for
DEPT. SUPERVISOR approving the earning and accumulation of compensatory time through
decisions on the assignment of work and granting of leave. Continuing
accumulation of compensatory leave balances provide an indication that
, there may be a mismatch of the workioad requirements and the staffing
( provided, or that the particular employee may be spendingtoo much time
i on the job for other reasons. In elther case, the accumulation of
compensatory leave balances becomes a financial liability to the Tribe,
which may not be chargeable to program funding and must eventually be
absorbed from Tribal funds.

1. When Time Sheets are submitted by employees showing time worked in
excess of 40 hours each week, discuss the excess time worked with the
employes to detsrmine it the additional ime was warranted by the
requirements of the assigned work or if the excess time was worked at the
employee's discretion.

a If the excess time is not justified, correct the entries on the Time
Sheet to reducs the total time charged to 80 hours. Instruct the
employes to obtain advance authorization to work overtime.

b. If the excess time is warranted, indicate approval of the
compensatory time earmed on the Time Sheet, sign it, and process
it as provided in Procedure III-B-3.1. Discuss with the employes
arrangements for scheduling time off in subsequentpay periods.

2. At the end of each pay period review the balances of accumuiated
compensatory leave for each employee and determine if work schedules
and staffing assignments may require modification to permit use of
accumulating leave.

a Review and discuss excessive leave accumulations with
employees and their immediate supervisorsto determine need for
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. —_ RESPONSIBILITY PROCEDURE

staffing adjustments.
b. Review wide-spread excessive accumulations with the Contract
Officer to consider revision of the budgeted steffing and discuss

budget amendments.

USE OF COMPENSATORY LEAVE
EMPLOYEE 1. When compensatory leave.is taken, fill out a Leave Authorization form (Ref.
111-B-3.29) and a Time Sheet (Ref. Il-B-3.1b). Submitthe completed Leave
Authorization and the Time Sheet to the Director or Supervisor as
described in Procedure 1i1-B-3.2.
-ra. s.~3Compensaterytimevnay:bertecorded in fractions of an hour.
B - T &wA@-mmpansato:yﬁmemotedonth&ﬂmesheetmotmmpanied
. « 11 by an ‘approved-leave-siip,rwill-be charged to-annuel leave or
- - deemeddeavewithoutpay-by the Payroll Department.
PROGRAMDIRECTOR 2.

DEPT. SUPERVISOR

Indicate approval of the compensatory time request by signing both the
Leave Authorization and the Time Sheet and submit the documentsto the
Payrolt Department following normal procedures.
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—PESPONSIBILITY PROCEDURE
PAYROLL SUPERVISOR Source documants for entry of Empioyee Master File information in the

peyroll system are prepared and submitted by the Personnel Officer, as
described in Procedures lit-B-1.1, IlI-B-12, and 11I-B-1.3. The source
documents submitted are:

a Letter of Appointment- Used to establishthe position by program,
to create the payroll account number and employee number, to
set the date of employment, type of position, classification and
compensation.

b. W-4 Form - Used to establish the tax withholding statistics in the
payroll system, Including name, social security number, marital
status, and withholding exemption allowances.

c. Insurance Membership Application - Used to establish the payroll
deduction for the health insurance.

d. SRST Retirement Plan Application - Used to estabiish the payroll
deduction for the retirement plan contributions.

e Letter of Authorization - Pay Rate Changes - Used to support
changes in pay rates for individual employses.

t Employee Termination Clearance Form - Used to support closure
of an employee’s active status in the payroll system.

Other source documents supporting payroll deductions are described in
Procedure lIl-B-4.2.

Based on the Information contained in the source documents, establish
new employee master file records, using the system instructions.

a. Employee master file records should be established as soon as
the information is received to permit completion and review of the
entry with the Personnel Department. Initial all source documents
after entry to the system.

b. After entry and transmission of the information, generate system
reports showing the contents of the employae master file and
submit the reports to the Personne! Officer for review. Adjustany
information reported by the Personnel Officer as incorrect.
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__RESPONSIBILITY

PROCEDURE

c. File ali source documents in the individual employee files to
support entries made to the system.

When changes to the master file data are received during the pay period,
complete all changes prior to the entry of pay period time and leave

activity.

if authorized by approved documentation, add new deductions or make
changes in current deductions to each employee’s master file record,
following instructions for the computer system.

As described above, distributs copies of master file update reports to the

Personnel Officer for review.
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PAYROLL SUPERVISOR

PROCEDURE

AUTHORIZED DEDUCTIONS

Source documents for entry of employee payroll deductionsin the payroll
system are prepared and submitted by the Personnel Officer, Program
Directors and Department Supervisors, or by action of the employee and
other outside parties, as described in Procedure Ill-B-1.2. All changes to
an employee's net pay must be supported by some form of authorization
signed by the employee, other than those imposed by court order or
judgement, or the deductionof unreimbursedtravel advances, which arises
from action of the employee that Is contrary to Tribal policy. The primary
source documents used to support deductions are:

a. Insurance Membership Application - Used to estabiish the payroll
deduction for the heatlth insurance.

b.  SRST Retirement Plan Application - Used to estabiish the payroll
deduction for the retirement plan contributions.

c. Written Requestfor Salary Advance - Used to establishthe amount
of salary advance and the one-time deductionfor repayment of the
advance.

d. Salary Loan Authorization - Used to establish the amount of the
salary loan and the amount of the continuing pay period
deductions to repay the loan. This is also used to establish the
one-time service charge assessed on the loan.

e. Travel Authorization - Used to establish the one-time deduction of
unreported/unsettied travel advance.

f. Deduction Authorizations for Other items:

1) Bank and credit union payments

2) Housing rent authorizations

3) Education loan payments

4) Court orders for child support and other judgements.

When other deductions are requested by the employee or other parties,
obtain the approval of the Finance Officer prior to agreeingto establishing
the payroll deduction in the payroli system. Consideration should always
be given to the cost of processing payroli deductions, potential misuse by
Tribal employees, and potential adverse affects on an employee’s financial
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— RESPONSIBILITY PROCEDURE

well-being created by excessive numbers and amounts of payroll
deductions.

UPDATE OF THE PAYROLL SYSTEM

1. Based on the information contained in the source documents, add new
deductions or make changes in current deductions in the payroll system
and to each employee’s master file record, following instructions for the
computer system.

a. Establish the deduction in the payroll system deduction master
control .file and assign a unique deduction code for each
deduction.

. < - <bozeerzEstablishea, generalledgerclearing accountfors new. deductions
e e - seeernsandantertheclearipg account information-in the deduction master
~. control:file.: “The. individua! clearing -:accounts are-used by the

- - TaL4Systemito-genecatetherpaymentand distribution-of:deductions.

c. Update deduction status in the individual employee’s mastaer file,
establishing deduction fimits, and the amount of periodic
payments. For the first time deduction on salary loans, enter the
five percent (5%) service charge adjustment.

2. Distribute coples of payroll system master file reports as appropriate to the
Personnel Officer, the Finance Officer, and other interested parties for
review.
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PAYROLL SUPERVISOR 1.

ASST. SUPERVISOR

PAYROLL CLERK

ASST. PAYROLL
SUPERVISOR

PAYROLL SUPERVISOR 2.

REVIEW OF TIME AND ATTENDANCE RECORDS

When the Time Sheels and Leave Authorizations are received from the
programs and departments, segregate the documents by program and
departmentthen review the Time Sheets to determine f the time and leave
entries have been made correctly.

a. Separate all Time Sheets requiring adjustment and notify the
Director or Supervisor that they have been set aside, to permit
each to review and correct their own documents while the Payroll
Departmentstaff is processingother time and aftendance records.

b. For all documents that are comectly completed, enter the

employee number and any other system codes required to
complete data entry of the time and leave transactions.

c. As needed, or as time is available, assist Program Directors and
Supervisors in correcting errors on the Time Sheets.

Assemble ali Time Sheetsthat have been reviewsd and enter theminto the
payroll system.

a Enterhours pald by class of pay, and hours of lsave used by type
of {eave for each employse.

b. After all time entries have been made, run system edit reports and
review and correct any entries made in error.

c. Perform an overall review of time and attendance transactions
entered, comparing totals with those shown on the individual Time
Sheets. \

\
TRANSMIT PAYROLL

Once ali time and attendance transactions have been entered and
reviewed, transmit the payroll transactions to the service agency via the
electronic link to the service center, following the system transmission
instructions.

Generate and review payroll transmission and edit reports and file them
with other pay period documents.
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— RESPONSIBILITY

PROCEDURE

PAYROLL SUPERVISOR

PAYROLL SERVICE

Once all data has been transmitted to the service center, the service center
will prepare the actual payroll and process all payroll tax deposits and
reports. I the Tribe submits the transmission by noon Wednesday
following the end of the pay period, the service center will return the pay
checks and reports to the Tribe by Federal Express by the end of the next
businessday (Thursday). This permits payroll to be distributed on Friday.

The following are the responsibilities performed by the contract payroll
service center.

a. -« ..: Preparation of the-payroli,.including calculation of.tax withholding
and payroll deductions.

:b. . Printing.of payroll.checks,.and-checks for.tax deductions.

W1 wLelas e MallinigiotiRSrandsstatectaxadepesitsaccording toithefederal and

- . sstatetax-depositrequirements.
d.-. -+ Preparation.of:payrollreports.for the-Tribe;, inclading:

1) Payroll Register (by department)

2) Check Register

3J) Master Control report, showing all information in each

. amployee's master file and with year-to-date cumulative

information on pay and deductions, in alphabetic order by
employee.

4) Special L eave Accrual report, and

5) Other edit reports.

e. Access via on-line terminals is provided to the Payroll Department
for all system files.

The payroll package, which is delivered each payday, includes the checks,
the reports, and the check register. in addition, the Payroll Department
generatesa number of special raports on deductions,and payroll summary
reports on-line at the Tribal offices.
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RESPONSIBILITY

PROCEDURE

PAYROLL SUPERVISOR

PAYROLL CLERK

ASST. PAYROLL
~ SUPERVISOR/
PAYROLL CLERK

ASST. PAYROLL
SUPERVISOR

VERIFICATION OF PAYROLL CHECKS

Prior to the actua! printing of the payroll by the payroli service center,
review the completed payroll files at the service center via the on-line
electronic terminal hook-up to make sure there are no major problems with
the payroll run. Notify the service center to proceed with the payroll
process if there ere no axceptions.

Prior to the arrival of the payroll check package, prepare Payroll Check.
Distribution Signature Sheets (Ref. l1I-B-5.2a) for each program and
departmentto provide for signing by the individuals authorized to pick up
checks.

When the payroll package Is received from the service center, review the
checks provided to make sure there are no errors and that all checks listed
on the check register are included.

a Checiks are received pre-sorted by program/department account
number. Verify that the checks are properly sorted to the corract
program and department.

b. Assemble the pay checks with the Signature Sheets for each
program, department, or office, whichever Is most convenient for
distribution, listing each payee and the check numberand amount.
Prepare a copy of the Signature Sheet for distribution with the
payroli checks.

When the checks are distributed, obtain the signature of the individual
employee, the Program Director or Department Supervisor,or other person
authorized to pick up the checks, on the Signature Sheet.

a Any employee who is terminating must pick up their check &t the
Tribal Payroll Office. If the employee cannot personally pick up
the check, they must submit a letter authorizing the check to be
picked up by a designated individual.

b. Payroll checks will not be reteased to other third parties withouta
signed autharization from the employee.

c. When alf checks have been distributed, file the Signature Sheets
by pay period.
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RESPONSIBILITY PROCEDURE
PAYROLL REPORTS
PAYROLL SUPERVISOR 1. Review the reports package received with the checks and verify that the

complete set of reports have been received and that there are no

inconsistencies in the Information shown.

2. Prepare a check register from the system for use in reconciliation of the
payroll bank account by the Finance Officer, and any additional summary
reports required to support deduction distributions.

3. - Distributeany reports going.outside of the Payroll Department, then file all

reports in the pay period files.
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SoppCE: FORM INSTRUCTIONS: FORM NO. I-B-5.2a

Payroll Check Distribution Signature Sheet
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FORM INSTRUCTIONS: FORM NO. I1-B-5.2a
Payroll Check Distribution Signature Sheet

The Payroll Check Distribution Signature Sheet is prepared by the Payroli Department to contro$ distribution of
payroll checks. The Sheet is prepared based on the checks included in that payroll run and includes the
following information, segregated by program and department or office within these, depending on the
distribution to be made:

1.

2
3.

Program, department, or office name
Payee name

Check number

Amount of check.

Space for signature of employee receiving the- payroll checks, and a receipt certification as deemed
appropriate.
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PAYROLL: PAYROLL PROCESSING AND DISTRIBUTION
Disbursement of Payroll Deductions
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PAYROLL: PAYROLL PROCESSING AND DISTRIBUTION
Disbursement of Payroll Deductions
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SUBJECT:
PAYROLL: PAYROLL PROCESSING AND DISTRIBUTION
Disbursement of Payroll Deductions

PONSIBI

ASST. PAYROLL
SUPERVISOR

ACCOUNTS PAYABLE
SECTION

ASST. PAYROLL
SUPERVISOR

PROCEDURE

Using the special reports on deductions prepared in Procedure Ill-B-5.2,
assembls all documentation needed to support preparation of checks for
payroll deductions. Documentation includes source documents, report
listings, and information on malling addresses of the payees.

Prepare a Purchase Order to requesta paymentto be made for the payroll
deductions,according to the instructions (Ref. H1-A-1.1a), and based on the
Deductions reports.

a Combine multiple deductions from different employees that are to
be paid to a single payee on one Purchase Order. For example,
deductions to reimburse the Tribe for salary loans from several
employees, or payments to the Housing Authority for several
employees, may be accumulated on one Purchase Order for each
different payee.

b. Obtain the signature of tha Payroll Supervisoron the coples of the
Purchese Orders.

c. Submit the Purchase Orders with attached documentation to the
Accounts Payable Section for preparation of the checks following
normal procedures. (See ill-A-2.2))

Assign a Purchase Order number to each Purchase Order and enter the
information into the Purchase Order Log (Ref, lil-A-1.1¢).

Preparethe checks for the payroll deductionsfollowing normal procedures,
then distribute the checks and documentation as follows:

a. Return the original and pink copies of the checks and the original,
yellow, and pink copies of the Purchase Order with the supporting
documentation to the Pay}oll Department for final distribution and
filing. !

b. Retain the blue and green copies of the Purchase Orders and the
yeliow copy of the ch in the payment files as provided in
Procedure lll-A-2.2.

When the checks are returned from the Accounts Payable Section,

separate the Purchase Orders and documentetion from the checks and
distribute them as follows:
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" PAYROLL: PAYROLL PROCESSING AND DISTRIBUTION
Disbursement of Payroll Deductions
i RESPONSIBILITY PROCEDURE

a. Purchase Order:
e QOriginal- Send to the payee with the original check.

s Pink - Payroll Department - filed by type of deduction,
by payroll period with the pink copy of the check.

o Yeliow - Payroll Department - filed in each employee’s file
with the supporting documentation.

b. Checic
e Original- Payse.

e - Pink - . : =:Rayrol-Department - filed with:pink.copies of the

. Purchase Order. ‘o

- a . . LI the-deduction;payment:is payable to the Tribe-for<reimbursement of
x :-salary loans; travet-advances;or other reimbursements;submitthe original
Y, dkgxwmwemm”mmmmnw inance Officer for
: receipting in accordance with Procedureslll-A-3.1. Aftach the copy of the
Cash Receipt (Ref. Ii+-A-3.1a) received to the pink copy of the check and

pink copy of the Purchase Order.
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PAYROLL: PAYROLL PROCESSING AND DISTRIBUTION
Disbursement of Retirement Fund Contributions
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SUBJECT:

PAYROLL: PAYROLL PROCESSING AND DISTRIBUTION
Disbursement of Retirement Fund Contributions

— RESPONSIBILITY

PAYROLL SUPERVISOR

FINANCE OFFICER

ACCOUNTS PAYABLE
SECTION

3.

4.

PROCEDURE

Using the special reports on deductions prepared in Procedure I-B-52,
teview each participant's deductions and matching contributions made by
the Tribe and prepare a worksheetto segregatethe life insurance premium
from the amount attributable to the retirement annuity.

Prepare Purchase Orders to request payment to be made for the life
insurance premiums, and for the retirement annuity contributions,
according to the instructions (Ref. li-A-1.18), and based on the Deductions
reports and the allocation workshest.

a List the fWfe insurance premium deductions from different
employees by smployee on the Purchase Order for payment of the
premium, and altach any other documentation required by the
insurance carrier.

b. List the annuity contributions (both employer and employee
shares) on the second Purchase Order for deposit of the
retirementannulty contributions. Altach any other documentation
required by the fund carrier.

c. Sign the copies of the Purchase Orders and submit them and the
attached documentation with the allocation worksheet and related
payroll system reports to the Finance Officer for review and
approval.

Review the Purchase Orders and attached documentation to assure the
allocations of contributions have been calculated correctly, and that the
amounts being distributed agree with deductions and matching Tribal
contributions reflected In the payroll system reports.

a Sign the Purchase QOrders, initial the documentation to reflect the
review and approval, and send the Purchase Orders and attached
documentationto the Accounts Payable Section for preparation of
the checks following normal procedures (See HI-A-2.2).

b. Return the aflocation worksheet and payroll system reports to the
Payroll Supervisor for filing.

Assign a Purchase Order number to each Purchase Order and enter the
information into the Purchase Order Log (Ref. lli-A-1.1¢).
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PAYROLL: PAYROLL PROCESSING AND DISTRIBUTION
Disbursement of Retirement Fund Contributions

PROCEDURE ~

5. Prepare the checks for the payroll deductionsfollowing normal procedures,
then distribute the checks and documentation as follows:

\

DATE ISSUED: | FROCEDURE NO.: |

|

|

i

i a Return the original and pink coples of the checks and the origina,

| yellow, and pink copies of the Purchase Order with the supporting

| documentationto the Payroll Department for final distribution and

| filing.

b.  Retainthe blue and green copies of the Purchase Orders and the
yellow copy of the checks in the payment files as provided in
Procedure lIl-A-2.2.

PAYROLL SUPERVISOR 6. . When the. checks are .returned from the Accounts Payable Section,
: - separate the, Purchase.Orders.and documentation from the checks and
distribute them as follows:

- . & . .-~.Serdthexoriginakchecks and-the.original-copy-of-the Purchase
. 1 . <Order: with: Any-;documentation required:-by the: carrier to the
payees.

b. File the pink copy of the check and the pink copy of the Purchase
Orders with the allocation workshest and supporting reports in a

file by reporting period.

c. File the yellow copy of the Purchase Order in the master
retirement fund records.
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PAYROLL: PAYROLL ACCOUNTING
Payroll Transfers and Adjustments
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PAYROLL: PAYROLL ACCOUNTING
Payrok Transfers and Adjustments

PROCEDURE

FINANCE OFFICER

ACCOUNTS PAYABLE

ASSIGNED CONTRACT
REPRESENTATIVE

2,

3.

At the end of sach month, obtain the payroll system reports that provide
a summary of charges to the various accounts, including summaries of
federal and state income and unemploymenttetes withheld and deposited

by the payroll service center, and the General Ledger Interface Report.

a Prepare a summary worksheet for use in supporting the cash
transfer to the payroll bank account and for posting the
accounting distribution in the general ledger.

b. Submit the workshest to the Finance Officer to prepare the cash
transfer.

c. Submit a copy of the worksheet and the General Ledger interface
Report to the assigned Contract Representative to prepare the
account distribution joumal voucher.

Based on the information contained in the summary worksheet, prepare
the cash transfer Journal Voucher (Ref. lll-A-2.68) and telephonethe Tribe’s
bank to request the transfer from the Disbursement Account to the Payroll
Account in the amount needed to cover all payroll and tax deposit
disbursements.

a Submit the original of the Journal Voucher to the Accounts
Payable Section for entry to the accounting system.

b. File a copy of the Journal Voucher in a pendingfile for use in the
reconciliation of the payrolt bank account.

Enter the cash transfer Journal Voucher into the accounting system
following normal posting procedures.

Review the accounting distribution information presentedin the summary
worksheet and reports received from the Payroli Supervisor and prepare
a Journal Voucher (Ref. lll-A-2.62) to post the expenditure charges and
payroll tax accruals and withholdings to the general ledger.

a Review account codings to assure the appropriate accounts from
the most recent Chart of Accounts have been used in the payroll
system postings, and mark any corrections neededon the reports.

b. After the Journal Voucher is prepared and posted, return the
payroll reports to the Payroll Department and provide a revised




DATE ISSUED: | PROCEDURE NO.: |

STANDING ROCK SIOUX TRIBE 51883 WB6
FINANCIAL MANAGEMENT 3
PROCEDURES —DAYE REVISED: FACE W0~ ;
10-1-94 4 g
PAYROLL: PAYROLL ACCOUNTING
Payroll Transfers and Adjustments
RESPONSIBILITY PROCEDURE |

copy of the Chart of Accounts to supportany changesin accounts
that may have been made. ’

5. Enter the Journal Voucher to the accounting system following normal
posting procedures.

PAYROLL SUPERVISOR 6. Review the payroll systsm reports retumed by the Contract Representative
to determine i any adjustments are indicated on the reports.

a As needed, prepare adjustments to the payroll system records to
reflect the comrections made.

b. Update payroll system records with any account coding changes
.+ reflected in the.revised Chart of Accounts.
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PAYROLL: PAYROLL ACCOUNTING
Bank Reconciliations
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SUBJECT:
PAYROLL: PAYROLL ACCOUNTING
Bank Reconciliations
RESPONSIBILITY PROCEDURE
FINANCE OFFICER 1. When bank statements are recaived from the bank after the ciose of each

month, prepare a bank reconciliation as follows:

a Compare all cash transfers postings in the computer printouts to
the deposlts shown on the bank statement to determine if any
errors were made or if tems are in transit.

b. Compere cash disbursamentsdetall posted on the Check Register
computer reports to the checks clearing the bank per the bank
statement. List any chacks that have not yet cleared the bank and
any other ikems paid by the bank but not posted to the books.

c. Prapare a bank reconciliation using the standard format (Ref. lil-A-
2.5a) by the fifteenth of the month.

After the reconcitiation is prepared, prepare any adjusting entries required
to correct differences that were erroneously posted on the books and
submitthem to the Accounts Payable Saection for entry into the accounting
system.

a File the reconciliation and the bank statements for use in the
following month.

b. Return the Check Register reports to the Payroll Supervisor for
filing.




