SULLIVAN SCHOOL BOARD POLICY DK
Policy DK: Payments, Checks, and Manifests

Category: Priority/Required by Law Related Policies: DAF

All payments of district funds must be authorized by a majority of the School Board or upon
orders of two or more members of the School Board whom a majority of the Board has
empowered to authorize payments.

Authorized check signers for the district are the Board Chair and Bookkeeper. In the
absence of the Board Chair, the Vice-Chair is authorized to sign checks.

Electronic or digital payments are authorized by the School Board. The Board Chair,
Vice-Chair, and Bookkeeper shall have separate logins and passwords for access to the
bank’s online banking system.

The Treasurer shall have access to the district bank account, including read-only the district’s
online banking system, review bank statements for accuracy each month as a safeguard and
report any concerns to the Board without delay.

The Board strictly prohibits any person from signing a blank check, and physical (paper) checks
will be pre-numbered.

All payments or disbursements involving Federal Grant Funds, shall comply with the
provisions of Board Policy DAF.

All checks over $100,000 must be signed by two designated signers, with the exception of tuition
payments to the Keene School District and the Nelson School District.

First Reading: 9/13/2023
Second Reading: 10/11/23

Adoption: 10/11/23

Legal References:

RSA 294-E, Uniform Electronic Transfers Act



SAU 96 Sullivan School District Administrative Procedure
POLICY DK-R: PAYMENTS, CHECKS, AND MANIFESTS

1. Invoices.

a. Special education invoices from district vendors shall be sent to the Special
Education Director prior to the School Board meeting. The Special Education
Director shall vet invoices for accuracy and forward them to the Bookkeeper (and
Business Manager).

b. All other invoices are sent to the Bookkeeper prior to the School Board meeting.

2. Manifests.

a. The Bookkeeper shall create the manifest for review with the Treasurer prior to the
School Board meeting.

b. The Bookkeeper shall forward the manifest and all corresponding invoices, bank
statements, deposit images, and any other relevant information to the School Board
and Treasurer in advance of the School Board meeting.

3. Payment.

a.  Upon School Board approval, the manifest shall be signed by members of the School
Board and with a copy forwarded to the Bookkeeper authorizing such payments to
be made.

b. Electronic Payments. If the School Board has authorized the Bookkeeper to make
the electronic payments, the Bookkeeper shall provide a record of any electronic
payments to the Treasurer within twenty-four (24) hours.

c. Paper Checks. When it is necessary to use paper checks, the Bookkeeper shall
prepare the checks for signature by an authorized signer with the manifest.

4. Safeguards.

a. The Treasurer shall reconcile bank statements and manifests for accuracy each
month and report any concerns to the Board without delay.

b. Approved manifests and corresponding invoices shall be forwarded to the Business
Administrator for review and shall be retained for the annual audit. The Business
Administrator shall maintain a budget spreadsheet for Board review.

Adopted: 10/11/23



