[ENTITY], SOUTH DAKOTA

ELECTRONIC PAYMENT POLICY
1. SCOPE

This policy applies to the electronic payments for purchases and transactions of the [Entity], South Dakota as well as direct deposit of payroll.
2. POLICY – Electronic Payments for Purchases and Transactions
Pursuant to SDCL 4-3-27 it is the option of the [Entity] to make electronic payments for the purchase of materials, supplies, equipment, or other authorized transactions for the benefit of the local government entity using the following process:
1.
Voucher
Before any claim against the [School/City/County] for any property or services for which it is liable is allowed, an itemized invoice must be completed and accompanied by a voucher verified via signature by the appropriate official that the services, other than those provided by employees, or materials in the correct amount have been received.  The invoice and voucher required by this section shall be filed in the office of the [Business Manager/Finance Officer/Treasurer].  

2.

Board Approval
No claim against the [School/City/County] shall be allowed unless it is fully itemized and a memorandum of the same entered upon the minutes of the meetings of the governing body.
3.

Payment Authorization & Procedure
Documentation of steps performed shall be maintained. (i.e. initial and date)

· A list of payments to include payee, amount, reason for payment, and official verifying receipt of good or service will be submitted to board for approval prior to payments being made.

· The payment will be transmitted only after approval from the board.

· Confirmation of payments will be kept and signed by two authorized officials. This may be a confirmation when the payment is made or verification at the end of the month. (i.e. compare bank or other account statements to vouchers)
· The payments will be appropriately tracked in the entity’s accounting system.
· Signatures of two authorized officials are necessary to establish a vendor for payment.

· Passwords used to set-up and transmit the payments will be kept secure and not shared. If anyone other than the user knows the password it will be reset. New passwords will be established upon termination of employees.
4.

Publish Payment
Within one week after each meeting of the governing body, a full account of the proceedings of the meetings, including a detailed statement of all expenditures of money, showing the names of the persons to whom payment is made and the service rendered, must be delivered to the offi​cial newspaper.  

3. POLICY – Direct Deposit of Payroll
Pursuant to SDCL 60-11-9 it is the option of the [Entity] to pay employee wages by direct deposit to the employee’s bank account.

Documentation of steps performed shall be maintained. (i.e. initial and date)

Steps to be performed by someone other than the person(s) processing payroll are as follows:
· Confirm that the total amount of payroll on the accounting system matches that on the bank statement.
· Verify only employees of the entity are being paid (watch for fictitious employees).
· Make sure each employee is paid only once per pay period.
· Review the overall payroll listing for reasonableness.
_______________________________________








[Name] 





[Board President/Chairman/Mayor]
ATTEST:


_____________________________________

[Name]

[Business Manager/Finance Officer/Treasurer]
(This sample provides a comprehensive policy that can be customized by the governing board. As with any policy, you should consider consulting with legal counsel before adopting the policy. Every entity has its own specific needs that should be reflected in the adopted policy. There are no rules or regulations that specify what is to be included in the policy, so add, delete and change the wording to make it work for your entity based on the governing board’s goal of strengthening internal controls.)






