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other agency of state government, or any entity created for the purpose of risk sharing by joint powers agreement 
pursuant to chapter 1-24. 
 
IV. PROCEDURES 
 
1. Overview: 
 

A. The director of Finance and Administration will: 
1. Manage expenditure control, accounting, fiscal reporting, planning, and budgeting, purchasing, 

contracts, capital asset inventories, and provide for the functional management of business 
managers, supervision of capital construction, and controlled maintenance planning and 
implementation. 

2. Approve all personnel action requests to ensure sufficient funding is available for new and vacant 
positions, the positions are properly allocated, and the positions do not violate budget authorization. 
Written policy and procedure regulate position control regarding position allocation, budget 
authorization, personnel records, and payroll [ACA 5-ACI-1B-16]. 

3. Promulgate procedures for the fiscal management of the DOC’s financial resources. These 
procedures will bind all divisions, facilities, and budget units of DOC. 

4. Monitor and participate in periodic reviews of the status of appropriations, expenditures, and budget 
projections by facilities and functional areas of the DOC. The accounting system is designed to 
show the current status of appropriations and expenditures [ACA 5-ACI-1B-08].  

5. Ensure the DOC’s compliance with the State of South Dakota Codified Law. The procedures for 
the collection, safeguarding, and disbursement of monies shall comply with the accounting 
procedures established by the state of South Dakota’s Codified Law [ACA 5-ACI-1B-07]. These 
procedures shall be reviewed and updated annually.  

  
B. All DOC employees will ensure that in their area(s) of responsibility, the obligation of DOC’s funds is made 

with proper authorization and timely processing of commitment and expenditure documentation, refer to SDCL 
4-9 and 5-18A.  

  
C. Each budget manager shall monitor its fiscal activities and provide a written quarterly report to the appropriate 

director’s office. Written policy, procedure, and practice provide for ongoing monitoring of the institution’s 
fiscal activities. The results are reported in writing at least quarterly and are forwarded to the parent agency 
[ACA 5-ACI-1B-11]. 

  
D. Fiscal Year End: 

1. Budget managers should anticipate their needs for the final month of the fiscal year (June) and 
request adequate supplies in advance.  

2. Procurement card (PCard) purchases are to be made for official state business in accordance with 
the South Dakota Purchasing Card Manual. Allocated operating funds should be spent, as needed, 
during the first 11 months of the fiscal year. Planning to purchase items needed for June by the end 
of May should be conducted. It is the policy of the DOC to substantially utilize allocated funds by 
June 1st of each fiscal year. Operating funds allocated and not spent by May 31st will be utilized 
based on prioritized needs for general funds, (e.g., mattresses, security equipment, etc.). 

3. The Budget Office will be responsible for the utilization of unspent allocations. 
 
2. Fiscal Responsibilities: 
 

A. The director of Finance and Administration is delegated responsibility by the SOC to manage the business, 
fiscal, budget, and financial operations of the DOC and ensure appropriate DOC employees and contract 
workers are trained in these procedures. 

 

https://sdlegislature.gov/Statutes/Codified_Laws/DisplayStatute.aspx?Type=Statute&Statute=1-24
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B. The director of Finance and Administration is delegated responsibility by the SOC to manage the business, 
fiscal, budget, and financial operations of the DOC and ensure appropriate DOC employees and contract 
workers are trained in these procedures. 

  
C. Division directors are responsible for the facility/office fiscal policy, management, and control, and for the 

operational management of business managers assigned to them [ACA 5-ACI-1B-01]. Performance plans and 
evaluations for these employees are initiated by the director of Finance and Administration, or designee, and 
forwarded to administrative heads for comment and input, before finalization. 

  
D. The business manager of each budget unit will initiate the process of fiscal year-end spend down during the 

months of March and April of each fiscal year. 
  

E. The business manager of each budget unit is responsible for verifying the availability of funds and proper 
authorization for all PCard purchases. 

 
3. Institutional Accounting Systems: 
 

A. Accounting system operations will be structured to indicate the current status of appropriations and expenditures 
based upon information and reports from the South Dakota Accounting System (SDAS).  

 
B. Fiscal management and accounting procedures will comply with regulations and direction as provided and 

prescribed by the Bureau of Finance and Management (BFM) and the Office of the State Auditor. 
 
V. RESPONSIBILITY  
The director of Finance and Administration is responsible for the annual review and revision of this policy. 
  
VI. AUTHORITY 

A. SDCL §§ 1-15-10, 1-15-10.1, 1-15-12, 1-15-13, 1-15-18, 1-27-13, 5-18A-17 through 5-18A-17.6,5-24-1.1, 5-
24-5 
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