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Sioux Falls Thrive 
Internal Practice for Receipts, Disbursements, Review, and Reconciliation 

 
Receipts and Deposits 
Thrive’s president retains documentation of deposit slips and for contributions made to Thrive 
and is responsible for notifying Horner Business Solutions when deposits are made and whether 
there is any restriction on the contribution.   
 
Received at SFACF 

 All mail addressed or hand delivered to Thrive at 200 N. Cherapa Place is received and 
opened by Sioux Falls Area Community Foundation staff.  

 Contributions to Thrive are processed by SFACF staff and deposited to the Sioux Falls 
Thrive Fund or the Sioux Falls Thrive Kid Link Fund.   

 Thrive’s president logs on to SFACF. Checks recent contributions. Sends thank you note 
to the donor.  

 
Received by Thrive Treasurer 

 Contributions received by Thrive’s treasurer are deposited by that person to Thrive’s 
bank account.  

 The treasurer makes a photocopy of each check and any correspondence and forwards 
it to Thrive’s president.  

 Thrive’s president sends a copy of the deposit to Horner Business Solutions noting the 
name of the donor and restrictions on the use of the funds, if any.  

 Thrive’s president sends a receipt and/or thank-you note to the donor. 
 
Disbursements and Transfers of Funds 
Thrive’s president retains documentation of all disbursements and transfers of funds. 
   
Check Stock 

 Checks are pre-numbered and are used in sequence. 
 Blank check stock is under the control of Thrive’s president.  
 Voided checks are defaced and retained. 

 
Disbursement Preparation 

 Shortly before each Board meeting, the president 
o prepares checks, using the memo line to indicate the expense category and 

attaching supporting documentation that includes the amount to be paid, a 
description of the charge, and the vendor’s name, and, in the case of credit card 
charges, the receipts for the items or services purchased; 

o enters the payments to be made online at Thrive’s business banking account;  
o places the unsigned checks and supporting documentation in the invoice folder 

and holds them for signature at the Board meeting.  
 Thrive’s president is authorized to sign checks for amounts up to $1000.00. In the event 

the president issues a check prior to a Board meeting, documentation of that payment is 
retained and reviewed and initialed by a co-signer at the Board meeting.   

 Disbursements to vendors for amounts greater than $1000.00 must be co-signed by the 
Board chair, vice chair, secretary, or past chair, who will review the supporting 
documentation before signing the check or authorizing a transfer of funds.  
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 An exception for the $1000.00 limit on disbursements is made for standard payroll 
deductions, which occur twice-monthly via ACH. For these, the Board chair, vice chair, 
secretary, or past chair acknowledges the disbursement by dating and signing the 
payroll notification.  

 Because Thrive’s treasurer shares responsibility for monthly bank reconciliation, the 
treasurer may not co-sign checks.  

 
Post-Disbursement Procedure 

 Following the Board meeting, the president  
o co-signs checks and makes a photocopy of the check and the respective invoice. 

The photocopy is stapled on top of the original documentation, filed 
alphabetically by vendor name, and retained for audit; 

o updates the Major Grant Accounting spreadsheet and notifies Horner Business 
Solutions of any clarification needed to assure expenses are categorized 
accurately; 

o mails or hand delivers the checks to the appropriate vendors.  
 
Transfer of Funds 

 Requests to transfer funds from those held by SFACF to Thrive’s bank account are made 
by Thrive’s president, who will simultaneously notify the treasurer and Board chair of 
the request.  

 Transfer of funds to a vendor in amounts up to $1000.00 may be authorized by Thrive’s 
president. In the event the president transfers funds to a vendor prior to a Board 
meeting, documentation of that payment is retained and reviewed and initialed by a co-
signer at the Board meeting.   

 Transfer of funds to a vendor in amounts greater than $1000.00 must be co-authorized 
by the Board chair, vice chair, secretary, or past chair, who will review supporting 
documentation before authorizing the transfer.  

 Because Thrive’s treasurer shares responsibility for monthly bank reconciliation, the 
treasurer may not co-authorize transfer of funds.  

 
Review/Reconciliation Process 

Statements for all Thrive accounts are mailed to Thrive’s treasurer at that person’s home 
address.  The treasurer reviews statements to assure 

o Transactions (credits, debits, and transfers) are authorized. By policy, amounts up to 
$1000 may be authorized by any one officer of the Board, excluding the treasurer. 
Amounts greater than $1000, must be authorized by two officers of the Board, 
excluding the treasurer.  

o Checks have been signed by authorized persons and the signatures appear to be 
authentic. 

 One week prior to Board meetings, Horner Business Solutions accesses Thrive’s checking 
account statement through FNBSF eBanking portal, reconciles the activity for the 
month, and prepares a reconciliation report. The final reconciled balance in the 
reconciliation report should correspond to the cash balance in the monthly balance 
sheet produced for Thrive.  

 Horner Business Solutions delivers the reconciliation to the treasurer and president 
along with monthly financials.  
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 Thrive’s treasurer reviews the reconciliation report against the original statement 
received in the mail, double checking for proper accounting of deposits and proper 
signature authorizations on expenditures. The treasurer initials and dates the 
statements and retains these documents until they are permanently archived by the 
president following the close of the fiscal year.  

 


