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Travel procedures Amended on 10/16/09 by TLE BOARD of Directors

TRIBAL LAND ENTERPRISE
FINANCE DEPARTMENT

Financial policies and procedures shall ensure that Rosebud Sioux Tribal Land Enterprise (“TLE”) staff completes their collective financial duties under the least amount of risk. These financial policies and procedures shall be guided by an accounting concept called internal control.  
Internal control system is defined as all systems of control, financial or otherwise (non- financial), Instituted by the organization to ensure that the operations of TLE are managed in an orderly manner, and establish safeguards on assets and promote efficient and economical use of LE resources and, as such, enable TLE to carry out its operations in an orderly manner. 
A. Purpose.  The purpose of the TLE Financial Policy is as follows:  (1)  TLE has the responsibility to manage the financial affairs on behalf of the TLE shareholders; (2) The goals of the TLE financial accounting management are to obtain accountability of TLE assets and assist TLE decision-makers; (3) The financial accounting system shall provide guidance on defining account classification that provide meaningful financial management information for its users, complying with generally accepted accounting principles, and support federal compliance requirements; (4) The financial management system shall provide policies and procedures to achieve program objectives in an effective and efficient manner, utilize a centralized accounting system that serves all TLE departments and programs, and use a multi-fund accounting system which will recognize multiple fiscal years and identify separate financial funds as required by GASB standards.
B. Use of TLE Funds and Assets – TLE assets should be used solely for the benefit of TLE. Every employee and manager is responsible for ensuring that TLE assets are used only for valid business purposes. Assets are not limited to money, vehicles, equipment, and office supplies. They also include customer or client business contacts, government documents, business strategies, financial reports, client eligibility data, medical records, and data systems. Any employee or manager who has any knowledge of fraudulent activities related to the use of TLE assets has the obligation to inform the Chairperson, Treasurer of the Board of Directors and Executive Director in writing immediately.

C. Confidentiality.  Employees or managers’ work includes access to personal information about TLE employees, shareholders, and lessees. The unauthorized transmittal of plans, programs, and policies could cause harm to TLE. Any unauthorized disclosure will subject an employee or management to disciplinary action, up to and including immediate dismissal. Such disclosure may also be a violation of federal or tribal laws, possibly subjecting an employee or manager to civil and/or criminal liability.

D. Objectives.  Internal controls allow administration to delegate responsibilities to subordinate staff with reasonable assurance that internal controls exist regarding the achievement of objectives in the following categories:  (1) Protecting its resources against waste, fraud, or inefficient use; (2)  Ensuring the reliability of accounting data and financial reporting; (3) Securing compliance with applicable laws and regulations; and (4) Evaluating the performance of all employees, managers, and departments within TLE.  Thus, all measures and procedures are intended to assure the Board of Directors that TLE is operating according to TLE plans and policies.
E. Chain of Command.  All levels of administration need to direct the activities of TLE according to plan, and therefore, every transaction should go through four separate steps:  (1) Transactions should be au​thorized; (2) Transactions are approved; (3) Transactions are executed; and (4) Transactions are recorded.  Perhaps the most important concept in achieving internal control is an appropriate subdivision or separation of duties.  Responsibilities should be assigned so that no one person or department handles a transaction completely from beginning to end.  When du​ties are divided in this manner, the work of one employee serves to verify that of another and any errors that occur tend to be detected promptly.  Each employee or department receives written evidence of the action by the other employee or department and reviews the documents describing the transaction to see that the actions taken correspond to all details.  The department does not receive the goods or services until after the appropriate department has approved the requisition and purchase order.  The Finance Department does not record the check disbursement until it has received the payment voucher with documentary evidence. 
F. Check-Signing. Unless otherwise authorized by the Board, all accounts bearing the name "TLE" shall require two signatures on checks. The primary check signers shall be the Treasurer of the Board and the second signature shall be an at-large Board Member or a Tribal Council Representative on the Board.  
PROCEDURES FOR PAYROLL:
To prevent erroneous or deliberately misstated time records, departmental supervisors shall review and approve all regular and overtime hours worked, and approve leave requests.  To prevent or detect the use of incorrect rates in the preparation of payroll, rates shall be approved through the Finance Department.  All employment changes in employment status shall be properly documented and placed in the files of the Finance Department.

All employees will be required to use a time clock with a time card to account for their time. 

All employees will be responsible for preparing and signing a Time and Attendance Report (Form: Time and Attendance Report) for each pay period and submitting to their supervisor. Time and Attendance Reports shall contain:

· Pay period information, indicating the year and pay period number

· Days worked

· Amount of hours worked

· Type and amount of leave hours accrued

· Type and amount of leave hours taken and remaining balance

· Employee s signature

· Supervisor s signature

· Attached documentation, including time cards, leave slips and other

Supervisors are responsible for collecting, reviewing, and signing Time and Attendance Reports on the Thursday following the end of the pay period. Pay periods end on Wednesday. The supervisors will forward the Time and Attendance Reports along with attached documentation to the Finance Clerk.

The Business Manager will review the accuracy of the Time and Attendance Reports and attached documentation. If any discrepancies occur, the Business Manager will forward the documentation to the appropriate supervisor for correction. The Business Manager will ensure all Time and Attendance reports forwarded to a supervisor are returned for processing.

The Business Manager will process the employee checks and will print the following

report during that process:

· Detail Check Edit Pre-Register
The Business Manager will dispose of all voided/spoiled checks that result from printing

attempts.

The Business Manager will forward the Time and Attendance Reports, detail check edit

pre-register and checks to the Finance Clerk.

The Finance Clerk will review the accuracy of the information by comparing the check stubs to the Time and Attendance Reports. The Finance Clerk will verify that a check exists for all Time and Attendance Reports. After review, the Finance Clerk will return all documentation to the Business Manager. The Business Manager will make any corrections needed.

The Business Manager will produce the following reports:

· Detail Withholding Report (separate sheets for each deduction type)

· Final Detail Check Register

The Business Manager will post the employee checks and will produce the Detail Payroll Distribution.

The Business Manager will review the Detail Payroll Distribution and ensure that all

employees are being coded to the correct accounts according to approved Personnel Action forms or time records if worked for multiple programs. The Business Manager will sign and date the Detail Payroll Distribution verifying the correct coding.

The Business Manager will forward all of the employee checks with a copy of the Final

Detail Check Register to the Executive Director.

The Business Manager will forward all reports and documentation to the Finance Clerk for filing. The various reports, Time and Attendance Reports, and other documentation will be filed per pay period.

The Finance Clerk will update applicable detail records of deductions maintained for

specific vendors from the reports received from the Business Manager.

Taxes:  Form W-4 and I-9 are prepared by the employees and authorize the number of exemptions that an employee claims for withholding of federal income taxes, and verifies the employee’s eligibility of employment.  The Business Manager pays the payroll taxes and deductions in accordance therewith. 

All supplemental wages shall be subject to income tax withholding per IRS regulations.  Supplemental wages are compensation paid in addition to the employee’s regular wages.  Supplemental wages includes, but are not limited to, holiday bonus, performance bonus, severance bonus, award payment, prize payment, payroll back pay, retroactive payroll increase, and travel advances without receipts.  All supplemental wages shall be reported on a timesheet with authorized documentation and shall follow the established payroll procedure and deadlines. 

PROCEDURES FOR OBTAINING A PAYROLL DEDUCTION:
Policy: By law, TLE is required to deduct federal withholding taxes, Social Security

taxes and garnishments. Voluntary deductions may also be deducted from employee’s

checks. Payroll deductions are limited to ½ of net pay, after considering deductions required by law.

The Business Manager shall deduct from the wages of employees federal income tax,

federal social security tax, employee share of fringe benefit costs, and other taxes or fees

required by tribal or federal law.

Any permanent, full-time employee may request to have the Finance Clerk complete a

pre-numbered Payroll Deduction Agreement Form (Form: Payroll Deduction Agreement

Form). Employees will not receive a blank Payroll Deduction Agreement Form. The form

may be used to start, change, or cancel a payroll deduction. (For a payroll deduction to be

effective or canceled during any given pay period, the form must be received by the Finance Manager by the immediate Thursday after the ending of the pay period on Wednesday.) The Finance Clerk will complete the form and confirm that an added or changed deduction will not cause the employee s check to fall beneath ½ of net pay, after considering deductions required by law. The Finance Clerk will reject any payroll deduction requests not within the ½ of net pay requirement.

The Finance Clerk will forward the Payroll Deduction Agreement Form to the Business Manager. The Business Manager will review the form for completeness and in the case of a start or change; confirm that the deduction will not cause the employee’s check to fall beneath ½ of net pay, after considering deductions required by law. The Business Manager will reject any payroll deduction requests not within the ½ of net pay requirement. If approved, the Business Manager will sign the form with the concurrence of the Executive Director and return to the Finance Clerk.

The Finance Clerk will have the employee sign the Payroll Deduction Agreement Form. The employee will receive the pink and yellow copies of the Payroll Deduction Agreement Form.

The Finance Clerk will retain and file the white copy of the form.

The employee will have the vendor sign the pink copy of the Payroll Deduction

Agreement form, attach documentation of the deduction, and return to the Business Manager. This step applies to starting, changing, and canceling a payroll deduction.

The Business Manager will enter/cancel the deduction in the payroll system to begin/stop the pay period specified on the Payroll Deduction Agreement Form (pink copy). The Business Manager will complete additional information on the form, initial and date the form for data entry, and forward to the Finance Clerk.

The Finance Clerk will file the completed pink copy of the Payroll Deduction Agreement Form.

TLE is not responsible for any liabilities or disputes arising between the employee and vendor.
PROCEDURES FOR PAYING BILLS:

As with all accounting systems with effective internal controls, no one employee in the acquisitions and expen​ditures system should be allowed to process a transaction completely without being cross-checked by another employee.

1.

In the check disbursements system, the Executive Director has the authority to approve Check Request Forms.  Approval is granted for check disbursement payment only after all of the supporting documentation is examined.  
2.

The Finance Clerk prepares an Expense Voucher (Attachment D) for all approved bills, logs the voucher in a ledger, and attaches documentation. The Expense Voucher will have the following required items: (1) Submission Date; (2) Vendor Name, Address, City, State, and Zip Code; (3) Vendor Number; (4) Department or Program Name; (5) Description of Payment; (6) Department Number; (7) General Ledger Number; (8) Amount; (9) Signature Approval; (10) Processed By: and (11) Issuance Date. 

3.

The voucher is given to the Business Manager so a check can be issued. The Business Manager or Finance Clerk records the check number, amount, and date of the check on the voucher and signs the voucher.  The Finance Department will mark “paid” on Check Request form and support documentation to prevent resubmission.
4.
Checks are either sent via certified mail or delivered in person depending on location.

5.

The Expense Vouchers and attachments are filed numerically in monthly folders for the fiscal year (October 1 to September 30).  Access to blank checks should be limited to only employees in the Finance Department.  All cash shall be maintained in the bank and shall be insured and collateralized.  Check disbursement payments shall be made with serially pre-numbered checks.

PROCEDURES FOR CERTIFICATE REDEMPTIONS:

The Certificate Department is responsible for preparing blue Purchase orders for certificate redemptions. The Purchase orders state who is to be paid and how to account for the transaction. The Finance Department prepares the checks for these Purchase Orders. The check number, amount, and date of the check are recorded on the Purchase Order by the Business Manager or the Finance Clerk. The checks may be signed by a Board member at this time. Then they are kept in the safe in the Finance Department until all the required paperwork comes back from the Bureau of Indian Affairs. Only then can the checks be released to the Certificate Department for disbursement. Checks are usually disbursed on Mondays, Wednesdays, and Fridays unless a special circumstance exists.

The Certificate Department and the Acquisitions & Assignments Department both keep a list of obligated land acquisitions. Acquisitions that are approved but still pending are considered a liability. This list is used by the Business Manager for cash management purposes.

PROCEDURES FOR REFUNDING LEASE INCOME:

The Lease Manager is responsible for issuing a memo to Finance whenever income is received that does not belong to TLE. The memo contains who gets the refund (usually the Rosebud Sioux Tribe or the BIA), a list of the tracts of land the lease income came from, and the total amount to be refunded. A Journal Voucher (Attachment E) is prepared by the Finance Department. It contains the payee, a breakdown of the refund with total amount, and the income account to be debited. The memo is attached to the voucher which is given to the Executive Director or Assistant Director for review and approval by signature. Then the Business Manager issues a check from the Certificate Account. The check number, amount, and date of the check are recorded on the voucher by the Business Manager or Finance Clerk. Then it is filed numerically in a binder by the Finance Clerk. Lease income refunds do not occur very often.  

PROCEDURES FOR BOOKKEEPING:

1.
BIA Special Deposit Account Histories ‑ The Business Manager is responsible for summarizing these histories and accounting for all the transactions in the accounting system at the end of each month.

2.
Proceeds of Labor Account Statements ‑ The Business Manager is responsible for reviewing these statements monthly. The Business Manager accounts for the daily activity in these accounts using information taken from the Omni Trust System. These statements must be reviewed to ensure that their ending balances match those in the accounting system.

3.
Farmers National Company Statements ‑ The Business Manager is responsible for entering the transactions from this statement into the accounting system at the end of each month.

4.
Cash Receipts Journal ‑ Entries to this journal can be made by any authorized collector when payments are received. The Lease Clerk issues billing statements. The Finance Clerk keeps a record of all incoming payments. The Lease Manager enters payments in the cash receipts journal. The Business Manager enters receipts into the accounting system and takes the deposits to the bank.

PROCEDURES FOR RECONCILING BANK STATEMENTS:

1.
The Finance Clerk shall receive the bank statements un-opened from bank or financial institution and shall date stamp the bank statements as receipt date.

2.
The Finance Clerk shall arrange the cancelled checks in sequence by serial numbers and compare each cancelled check with the corresponding entry in the general ledger cash record. 
3.
The Business Manager reconciles the statements using the accounting system's account reconciliation module and initials each reconciliation upon completion. Any checks issued but not yet paid by the bank should be listed as an outstanding check to be deducted from the balance reported in the bank statement.  Determine whether the checks listed as outstanding in the bank reconciliation for the preceding month have cleared the bank this month. If not, such checks should be listed as outstanding in the current reconciliation. Reconciliation will be accomplished preferably within ten business days of receipt of bank statement. Then they are submitted to the Executive Director and the Treasurer with a copy of their respective statements attached.

4.
The Executive Director and the Treasurer reviews the reconciliations and signs them.

5.
The Finance Department files the original statements and the reconciliations.

If there are any discrepancies, the individual will compare the program documentation and bank statement.  Unexplained discrepancies will be reported to the Board of Directors immediately.  

The Business Manager shall investigate any bank statement items rejected by bank, stopped payments and any outstanding checks beyond six (6) months.  The Business Manager shall attempt to contact payee of un-claimed and un-cashed checks by US Postal Service registered mail, electronic mail or telephone that such efforts constitute due diligence.  Mail returned as “undeliverable” is evidence that the payee cannot be located; the outstanding and un-claimed check shall be voided.

BUDGET ANALYSIS:

The Finance Department and the Executive Director prepare the budget for the fiscal year and present to the Board of Directors no later than August 1st of each year. Throughout the year Finance prepares a working budget report that compares budgeted costs versus actual costs. It also includes a section showing how much was spent on land acquisitions. Budget modifications are included in this report as well; however, they must be approved by the Board of Directors before implementation. This report is updated monthly and presented to the Board in their regular monthly meeting.

PROCEDURES FOR DRAW‑DOWNS:

After approval by the TLE Board of Directors, requests for draw‑downs are prepared by the Business Manager. Upon approval by the TLE Board of Directors, the Finance Clerk and the Business Manager prepare the proposed resolution with supporting documentation requesting the BIA to process this transaction. The Business Manager is responsible for accounting for this transaction in the accounting system.

PROCEDURES FOR TRAVEL:

All travel must be approved by a quorum of the TLE Board of Directors before travel commences. The Finance Department makes travel arrangements for staff.  The Board of Directors Secretary makes travel arrangements for Board and Executive Director. The Travel Advance Request form (Attachment F) is used to calculate the amount of the travel check. The Travel Expense Reconciliation form (Attachment G) is used to reconcile the estimated costs of the trip versus the actual costs. Travel regulations for TLE are as follows:

1.

All travelers must request authorization from the TLE Board of Directors to travel prior to incurring any travel expenses.  

2.    All motions approving travel must specifically name the individuals who are authorized to    travel. There will be no blanket authorizations.

3.
Anyone who travels must submit a written report on the workshop, conference, or meeting they attended at the next TLE Board of Directors meeting.

4.
All individuals who travel are required to turn in the following receipts to the Finance Department: Lodging, parking, cab fare, rental car, registration, etc. Travel receipts shall be submitted within ten (10) working days to the Finance Department or the TLE Board Secretary. Travel reconciliations shall be completed in ten (10) working days. In the absence of a completed travel reconciliation filed within ten (10) working days, the entire travel advance amount shall be deducted from the TLE employee’s paycheck in the next pay period.  In the absence of a completed travel reconciliation by a TLE Board Member filed within ten (10) working days: 1) the entire travel owed by the TLE Board Member shall be recorded in the minutes of the next TLE Board Meeting; and 2) appropriate action shall be taken by the TLE Board of Directors and recorded by motion in the TLE Board minutes. The traveler shall provide proof of attendance with a copy of certificate, attendance list, agenda, or related materials. 
5.
Anyone who owes money to TLE for travel must remit payment by check, money order, or payroll deduction. Those owing money will not be allowed to travel until they have paid in full the amount they owe to TLE. Amounts owed will not be held out of the next travel check.

6.
The Travel Policy shall utilize the standards of federal travel regulations, 41 CFR 301, which provides allowable travel expenses for items of transportation and miscellaneous travel expenses, and provides guidance to the operations of travel management. All travel shall be completed in the most efficient manner. However, per diem for Board of Directors shall be paid at the rate set by shareholder action.  
7.
 Unallowable travel cost includes alcoholic beverages, gifts, souvenirs, check cashing fee,  non-sufficient funds and health club expenses.  Entertainment expenses such as amusement, sports events and similar social activities are unallowable.  Travel expenses for family members and/or friends will not be reimbursed.  If the employee travels by indirect route for personal vacation or any reason, the employee shall pay the additional expenses.  Travel days are one day before the meeting or event, and one day after the meeting or event. If the employee’s travel is reduced or curtailed for any reason, advanced funds proportionate to the reduction in length of the trip will be returned. 
8.
Monthly travel reports will be presented to the TLE Board of Directors with the Chief Finance Officer’s (CFO)  report.

9.
Travelers who violate the provision of the Travel Policy are subject to disciplinary action.  TLE reserves the rights to refuse payments on unauthorized travel expenses and pursue judgment against employees who are no longer employed with an outstanding travel debt.  Any unaccounted travel funds shall be recorded as income and subject to Internal Revenue Service laws and regulations.  

PROCEDURES FOR FUNDS TRANSFERS:

Transfers within the checking accounts require authorization from the Treasurer of the Board. If the Treasurer is not available, any Board member may authorize the transaction as long as they are on the signature cards held by the bank. The Business Manager prepares the form (Attachment H) that documents the transfer.

Transfers from the BIA Special Deposit accounts to the Proceeds of Labor accounts are done by the I.I.M. Bank in Mission. The Finance Department is notified of the transfer and must account for it in the accounting system.
Transfers within the P0L accounts require Board action. Upon approval the Business Manager prepares a letter requesting the transfer and sends it to the Aberdeen Trust Accountant who processes the transaction.

Transfers from the Farmers National Company need to be authorized by the Treasurer of the Board. If the Treasurer is not available, any Board member may authorize the transaction. The Business Manager prepares the form (Attachment I) that documents the transfer.

Requisition and purchasing documents, inventory, bid proposals, etc. shall be stored in locked facilities protected from fire and other casualties.   Access to these documents shall be allowed only to employees authorized by the Board of Directors.  Sen​sitive records and files stored in computer records shall be accessible only by passwords or user identification numbers.
PROCUREMENT POLICIES & PROCEDURES:

All purchases for goods and services must follow the TLE’s Procurement Policies and shall be properly documented and authorized. All purchases on an individual item from $1,000.00 - $9,999.99 require three telephone bids and approval by the TLE Board of Directors. All purchases for a individual item of $10,000.00 or more require advertised bids and approval by the TLE Board of Directors. 
The Finance Clerk orders supplies for all departments. A white Purchase Order (Attachment J) from Finance needs to be completed. The completed Purchase Order is given to the Business Manager for review and signature. Then it is submitted to the Executive Director for approval by signature.

On receipt of inventory into the department or program, quantities and descriptions of materials listed on these documents shall be compared with those listed on the requisition for completeness and accuracy, be​fore the goods are placed into department or program.  Department or program shall compare items received with requisition to assure that model numbers are cor​rect and that the equipment is in proper working order.

Capital Assets.  Capital assets are defined as assets with a likely useful life in excess of one year and a cost value of over $5,000.00.  

(1) TLE’s accounting policy for capital items seeks the write off, in full of the purchase costs of all items in the accounting period during which payment has been made. As a result, there is no attempt to spread the cost of capital items over their useful lives and depreciation is therefore not changed over this period but maintained separately in a register for internal management. 
(2)
Although assets are written off in the period in which they are purchased, TLE has a duty to safeguard and to monitor their location and condition. Amongst other things, this provides useful information for insurance purposes. Accordingly, the Executive Director shall maintain a list of all capital assets and shall have information relating to:  

(i) Specification of assets;

(ii) Date of purchase;

(iii) Location;

(iv) Cost;

(v) Project;

(vi) Estimated residual value; and

(vii) Custodians. 

This list is checked against physical assets at least every six (6) months by the Executive Director and amendments thereto may only be made with the approval of the Board of Directors. Every quarter the finance department will provide the Executive Director with a list of new equipment purchased and asset disposals during the quarter as recorded in the system, so that reconciliation can be performed and the asset lists updated. 
Accountability.  

(1) The Executive Director has the responsibility of producing accurate financial statements to the Board of Directors in a timely manner. All accounts shall be subject to audit annually. 

(2) TLE employee(s) responsible for the accounts shall provide the Executive Director with a monthly detailed summary of all transactions in the account (including the related bank account statement) and keep adequate records available upon request to prove the appropriateness of all receipts and expenditures. 

(3) In the event of any misappropriation or misuse of funds in violation of TLE Policy, the parties involved will be held accountable for full restitution to TLE.  
Gifts, Assets, Checks, and Drafts. Financial donations and checks/drafts/other financial instruments made out to TLE shall be deposited in an account under the direct control of TLE. Violation of this policy shall subject the parties involved to immediate termination if employed by TLE and to all legal remedies available. 

Sovereign Immunity.  Nothing in these policies and procedures shall be construed as a waiver of the Rosebud Sioux Tribe or TLE’s sovereign immunity.  Further, the Tribe and TLE hereby expressly retain its sovereign immunity from suit.  Finally, nothing herein shall be construed to expand the jurisdiction of any foreign entity over the Tribe or TLE. 
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