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* To be performed monthly

Internal Controls

reconcilement process

* Balance of funds on ledgers with
balance statements from bank

* Reviewed by someone outside the

Bank Reconcilements

Required by IC 5-13-6-1(e)

Common Audit Result and Comment

Indiana State Board of Accounts 2019

Bank Reconcilements

Bank Reconciliation

Cash Book
Balance
$1500

Difference -$260

IJ:LI

Bank

Bank Statement
Balance
$1760

onlineaccountreading.blogspot.com
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ACGOUNT STATEMENT RECONCILIATION

TO RECONCILE YOUR ACCOUNT, FOLLOW THESE SIMPLE STEPS CHECKS OUTSTANDING
YOUR REGISTER CHECK NUMBER AMOUNT |
1. Enter amount from you register.

2. Be sure o ener in your register any degosits or Interest
Shown on the frent of this statement, but
vt recorded by you

3. Sublract fro
shown oA this

any sendics fees
have not already recorsed. — —

ment tha

4. After sbove adjusiments ars mads,

wiite your new balancs hers > 8§
YOUR BANK STATEMENT
1. Wiite in your account balance shown
o the froa of ths statement s
2. Wil | osits made by you bul
ot shawn on the front of this statement 3
THESE
TOTALS
SHOULD
— _ AGREE
s s }
= total of checks outstanding, withdrawsls |
‘any), and automatc payments - !
gistor bt not [
statements $ - |
|

TOTAL |

TOTAL ON LINE
BANK STATEMENT."
heck register io the CUSTOMER

BN INCLUDE THI
NDER "YO!

D

nt staements end yx

INFORMATION ABOUT YOUR ELECTRONIC TRANSFERS

Telephone us at the phone number indicated on the reverse side, or write us at the
temant or receipt s wrong or if you need more information about & transfer listed on the

[IN CASE OF ERROR OF O E J
address indicaled on tha reverse sids, as oon as you can, If you think y

Indiana State Board of Accounts

Bank Reconcilements

Bank Reconcilement
Town of Toddville
March 2019

Bank Account Balance - March 31, 2019 $74,832.14

Indiana State Board of Accounts




4/4/2019

Bank Reconcilements

Bank Reconcilement
Town of Toddville

March 2019
Bank Account Balance - March 31, 2019 $74.832.14
Add:
Deposits in Transit 15017 Date Amount
(money you have receipted in your ledger 3/29/2019 12517
but the deposit hasn't shown up on the 3/30/2019 25.00
bank account by the end of the period) 15017

Indiana State Board of Accounts 2019

Bank Reconcilement
Town of Todduville
March 2019
Bank Account Balance - March 31, 2019 $74.832.14
Add:
Deposits in Transit 15017 Date Amount
(money you have receipted in your ledger 3/29/2019 12517
but the deposit hasn't shown up on the 3/30/12019 25.00
bank account by the end of the period) 15017
Less:
Qutstanding Checks (5,170.54) Check Date Amount
(checks you have wriften and posted 123 12/15/2018 450
to your ledger, but they have not been 125 1/4/2019 17.55
paid - or "cleared” - the bank) 130 1/24/2019 100.00
131 3/15/2019 678.99
132 3/20/2019  4,369.50
Reconciling items: 517054

Indiana State Board of Accounts 2019
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Bank Reconcilement
Town of Toddville
March 2019

Bank Account Balance - March 31, 2019 $74,832.14
Add:
Deposits in Transit 1580.17 Date Amount
(money you have receipted in your ledger 3/29/2019 12517
but the deposit hasn't shown up on the 3/30/2018 _ 2600
bank account by the end of the period) 15017
Less:
Outstanding Checks (5,170.54) Check Date Amount
(checks you have written and posted 123 121152018 4.50
to your ledger, but they have nat been 125 114/2018 17.55
paid - or "cleared"” - the banlk) 130 1/24/2019 100.00
131 3M5/2019 678.99
132 3/120/2019  _4 368 60
Reconciling items: 517054
Add or Subtract -
Interest (3.21)
(put into bank account but nat yet receipled)
NSF Checks 50.00

(checks presented to you, receipted, but
the checks bounce when they get to the
bank)

Service Fees 5.00
(fees charged by bank - taken out of account
but not yet posted as disbursement to ledger)

Encoding Error 9.90
(bank runs a check you wrote for $100.10
as $110.00; they took out 9.90 too much)

Encoding Error
(bank runs a deposit you recorded at $55.55 0.10)
as $55.65; they gave you §.10 too much)

Indiana State Board of Accounts

Bank Account Balance - March 31, 2019 $74,832.14
Add:
Deposits in Transit 150.17 Date Amount
(money you have receipted in your ledger 3/29/2019 12517
but the deposit hasn't shown up on the 3/30/2019 25.00
bank account by the end of the period) 15017
Less:
Outstanding Checks (5,170.54) Check Date Amount
(checks you have written and posted 123 12/15/2018 4.50
to your ledger, but they have not been 125 1/412019 17.55
paid - or "cleared” - the hank) 130 112412019 100.00
131 31512019 678.99
132 3129/2019  _4,369.50
Reconciling items: 5,170.54
Add or Subtract
Interest (3.21)
(put info bank account but not yet receipted)
NSF Checks 50.00

(checks presented to you, receipted, but
the checks bounce when they get to the
bank)

Service Fees 5.00
(fees charged by bank - taken out of account
but not yet posted as disbursement to ledger)

Encoding Error 9.90
(bank runs a check you wrote for $100.10
as $110.00; they took out 9.90 too much)

Encoding Error
(bank runs & deposit you recorded at $55.55 0.10)
as $55.65; they gave you $.10 too much)

Subtotal 69,873.36 <:|

Ledger Balance March 31, 2019 69,873.36

_bv,0f5.90

Difference -

Indiana State Board of Accounts
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Bank Reconcilements

das »JJ.09, [rney gave you ». 1V 00 rmuch)

Subtotal ) 69,873.36

Ledger Balance March 31, 2019 69,873.36

Difference -

Indiana State Board of Accounts 2019

Bank Reconcilements

Qo S U, UITY Yave yuu b, Tw ivu ey

Subtotal 69,873.36
Ledger Balance March 31, 2019 69,873.36

Difference -

Fund Balances March 31, 2019

General 32,016.35
MVH 13,745.25
LRS 4,321.10
Park 1,234.90
Water Utility 18,555.79 69,873.39

Indiana State Board of Accounts 2019



4/4/2019

Bank Reconcilement
Town of Toddville
March 2019

March 31, 2019 Ledger Balance all funds $69,873.36
Add interest from bank not yet recorded by you 3.21
Subtract service fees not recorded by you (5.00)
Subtract NSFs not yet recorded in ledger (50.00)
Subtotal 69.821.57 | =
L PP PO PP IO
Bank statement amount $74,832.14
Subtract outstanding checks (5,170.54)
Add deposits you recorded not on statement 15017
Bank errors
Encoding 9.90
Encoding (0.10) 9.80
69,821.57 | +—
Fund Balances March 31, 2018
General 32,016.35
MVH 13,745.25
LRS 4321.10
Park 1,234.90
Water Utility 18,555.79 69.873.39

Indiana State Board of Accounts 2019

Bank Reconcilements

Bank Reconcilement
Town of Toddwille

March 2019
General Account Balance - March 31, 2019 57483214
Water Account Balance - March 31, 2019 18,666.79
Sewage Account Balance - March 31, 2019 $11,123.45
Add:

NManncite in Trancit 16N 17

Indiana State Board of Accounts 2019
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Bank Reconcilements

SULuLdl

Ledger Balance March 31, 2019

Difference

Fund Balances March 31, 2019
General
MWVH
LRS
Park
Water Utility
Sewage Utility

32,016.35
13,745.25
4.321.10
1.234.90
18.555.79
10,987 .65

o, 100y

80.861.04

80.861.04

Indiana State Board of Accounts

2019

Bank Reconcilements
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Encumbrances

Indiana State Board of Accounts 2019

Encumbrances

CITIES AND TOWNS BULLETIN - DECEMBER 2018 PAGE 4

ENCUMBERED APPROPRIATIONS - BALANCE AVAILABLE

With the opening of a new budget year and a new set of ledgers, it is advantageous to review the
unpaid purchase orders and contracts which remain on the ledgers as “encumbered.”

Unpaid purchase orders and those items under contract are to be added for each appropriation
account and the total carried fo the new 2019 corresponding account. The actual unpaid amount of the
purchase orders or contracts should be totaled and shown as a separate amount on the appropriation
ledger sheet for 2019, with proper explanation, and added to the 2019 appropriation for the same purpose.
By properly carrying out this procedure, the 2019 budget will not be expected to stand any expense not
anticipated in making the budget.

We suggest the proper officials of the city or town make a listing of these encumbered items and
make it part of the minutes in the last business meeting of the year. The Department of Local Government
Finance should be sent a copy of the listing.

Keep in mind the appropriations encumbered and carried forward can be used for no other purpose
other than the purchase order or the contract for which they were appropriated

Indiana State Board of Accounts
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Prescribed by the State Board of Accounts

Encumbrances

City or Town Form No. 209 (Rev 1967)

LEDGER OF APPROPRIATIONS, ENCUMBRANCES, DISBURSEMENTS AND BALANCES

Appropriation Number 72
Office, Dept,, or Fund: General Budget Classification Supplies
Purchase Purchase Orders Disbursements
2020 Order Warrant Appropriation
Mo Day Description Number Issued Paid Balance | Mumber [[Appropriation|Disbursement| Balance
1 1 |Budget Ordinanace #10 4,000.00 4.000.00
1 1 |Encumbrance from 2019 474.25 4.474 .25
1 5 101 500.00 500.00
1 6 127 300.00 800.00
1 7 1 25.00 4.449.25
1 8 101 500.00 300.00 2 450.00 3.999.25
1 12 154 800.00 1,100.00
1 13 3 474.25 3.525.00

Indiana State Board of Accou 2019
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SBOA Forms Sent Prior to Audit

Indiana State Board of Accounts 2019

SBOA Forms Sent Prior to Audit

Indiana State Board of Accounts 2019
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Form 7 — Understanding Internal Controls

Ousssornaie compiteaty
Wara

SORIEL ENVEDNAENT

1. Conmusicalin and enforcement of iogrly and efrcal ualaes

Vs scao
o accsneng roconts?

) aeganon, e
mpreet”

Bt e w
approcame

2 Commtmertio corvpesence

a vt bssouna, eicaon, accing pesonnes

B Wil g ks ey nacsie bl e skl e e rking s Bnaretal repering eempatoreis?

3 Partopsnin, of tise charged Wi govermancs [basn
o tnavcia repertng

Indiana State Board of Accounts

UNDERSTANDING THE DESIGN AND IMPLEMENTATION OF

(01/18) Form 7
INTERNAL CONTROLS — ENTITY LEVEL

Page 1 of 10

PART | - TO BE COMPLETED BY UNIT OFFICIAL

Questionnaire completed by:

Name Title Date

CONTROL ENVIRONMEMNT

a.

b.

1. Communication and enforcement of integrity and ethical values:

What action is taken to address departures from approved policies or unacceptable conduct that might create errors
on the accounting records?

If fraud is alleged, what does management or the governing body (board) do to investigate the allegation, take
appropriate and consistent actions against violators, and assess how relevant controls could be improved?

Indiana State Board of Accounts
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118) Farm 7 UNDERSTANDING THE DESIGN AND IMPL
INTERMAL CONTROLS — ENTITY LE
Page 1 of 2

NTATION OF

PART | - TO BE COMPLETED BY UNIT OFFICIAL

Questionnaire completed by:

MNames Title Date
Tedd Caldwell Clerk-Treasurer Aprl 1, 2019
CONTROL ENVIRONMENT

1. Communication and enforcement of integrity and ethical values:

a. \What action is taken to address departures from approved policies or unacceptable conduct that might create errors
on the accounting records?

Clerk-Treasurer performs all accounting funclions for the Town and Jane Jetson, ufility clerk, for the Uiilities.
Records are not reviewed by the board to address departures from approved polices on accounting records.

b. If fraud is alleged, what does management or the goveming body (beard) do to investigaie the allegation, take
appropriate and consistent actions against violators, and assess how relevant conirols could be improved?

Governing board would contact SBOA immediately to report and have an investigation on the allegation.
Employees would be suspended based on proof and evidence of allegation.

Indiana State Board of Accounts 2019

2. Commitment to competence:
a. What background, education, and experience do accounting persennel have that assist them with their duties?

Clerk-Treasurer works as a computer technician with a local bank and is familiar with accounting procedures.
Utility clerk is experienced in her positicn.

b. What training do employees receive to help them maintain their accounting and financial reporting competencies?
Training is provided by SBOA, AIM and other associations to help clerk-treasurer and ufility clerk maintain
accounting competencies. Training is scheduled onsite as needed (ie., computer software upgrades).

3. Participation of those charged with governance (board):

3. How does the governing body (board) oversee the activities of management that are related to financial reporting
(what oversight does the board give on the accounting records?)

Board meets once a month and reviews all claims presented and signs claims register.  Clerk-Treasurer is
available at the meetings to answer any questions on claims presented.

Indiana State Board of Accounts
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01/18) Form 7 UNDERSTANDING THE DE

INTERMNAL CO

RISK ASSESSMENT PROCESS
1. Financial reporting objectives:

What procedures are in place to ensure that the information reported in the financial statements are correct and
reflective of the accounfing records?

a.

Clerk-Treasurer performs monthly reconcilements and posts ledgers timely. Eoard does not review financial
statements or annual report before submission by Clerk-Treasurer.

2. Management of financial reporting risks:

a. Have any of the following condifions cccurred?

Have There Been Any:

Changes in the operating environment
MNew personnel

New or revised information systems

Restructuring or recrganizafion and resulting staff reductions, changes in supervision, or

segregation of duties

Changes in laws and ions

E ES P

b. If any of the condifions above existz, what effect does it have on the ability to prepare correct financial statements
and how have they been addressed?

NFA
Indiana State Board of Accounts 2019

Form 7 — Understanding Internal Controls

3. Consideration of fraud risk:

a. What areas have been identified that may be expesed to fraud risk?

Mone noted.

b. How does the entity identify the processes, controls, and other procedures needed to reduce identified fraud risks?

Mo processes, confrols or other procedures needed to reduce identified fraud risks.

INFORMATION AND COMMUMNICATION PROCESS

1. What procedures are in place to collect the informaticn needed fo complete the financial statements?

Clerk-Treasurer prepares all bank reconcilements and posts all ledgers used to complete the FS. UWility clerk
provides year end collection reports to Clerk-Treasurer fo aid in compiling of ufility collects on FS. Clerk-Treasurer

prepares all areas of the financial statements.

Indiana State Board of Accounts 2019
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Form 7 — Understanding Internal Controls

Recap:
—— a o v'Form is for SBOA to gain understanding of your
T internal controls

v'Will be sent to you prior to start of audit

v'May just need updated from last audit

v'Try to answer each area as completely as
possible

Indiana State Board of Accounts 2019

Form 9 — Understanding Entity & Environment

Indiana State Board of Accounts 2019
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UNDERSTANDING THE ENTITY AND ITS ENVIRONMENT

(08/17) Form 9

Part | - Questionnaire

Questionnaire completed by:

Name Title Date
General Information
Name of City/Town:
City/Town's address:
City/Town's website:
Primary contact: [ Email address: |
Telephone number: | Fax number: |

Structure and Governance

1. The primary activities, programs, and services of the city/town are: (Strike through or delete any that don't
apply-)

a. General Government

Indiana State Board of Accounts

Structure and Governance

1. The primary activities, programs, and services of the city/town are: (Strike through or delete any that don't
apply.)

a. General Government

1. Planning and Zoning Activities
2. Providing a judicial system which is primarily responsible for handling traffic viclations
3. Overall administration of the unit

b. Public Safety

Law Enforcement
Fire Protection
Protective Inspection
Probation

halt

c. Street Maintenance

d. Sanitation Services

e. Recreation facilities and programs

f. Urban Redevelopment and Housing

g. Promotion of Economic Development

h. Aviation - adminisiration of city/town owned airport
i Utility Services:

1. Water

Indiana State Board of Accounts
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ty-Towm
TOWN OF TODDVILLE
UNDERSTANDING THE ENTITY AND ITS ENVIRONMEMNT
January 1, 2017 to December 31, 2018

Part | - Questionnaire

Cuestionnaire complated by:

MName Title Date
Todd Caldwell Clerk-Treasurer Apnl 1, 2019
General information
Mame of City/Town: Town of Toddville
City/Town's address: 505 W. Main 5t., PO Box 2, Toddville, IN 47541
City/Town's website: A
Primary contact: Todd Caldwell [ Email address: [ clerki@toddville.in.gov
Telephone number: To5-123-4567 | Fax number:

Indiana State Board of Accounts 2019

Structure and Govemance

1. The primary activities, programs, and servicgs of the city/town are: (Strike thraugh or delete any that don't
apply.}

a. General Government

3 Overall administration of the unit
b. Public Safety

1. Law Enforcement
2. Fire Protection

4 Probation
c. Street Maintenance
d. Sanitafion Services
2. Recreation facilities and programs
£ Urban Redavelopment and Housing
g. Promotion of Economic Development
i Utility Services:

Indiana State Board of Accounts 2019
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Mew or SBOA Use
Major Received Meney Indicated Only
Accounting| Federal | Collection [Problems of Prier Period|

ltems? IMoney? Point? | Concems?| Findings?

Department (¥es or No)| {Yes or Noj| (Yes ar Noj| (Yes ar Noj| (Yes ar Na)|

Polics PensionEand

Park and/or Recreation Department MNo No No No

FranspedationDapadment

Police Department Mo Ho Mo Mo

[Cibyand Town Courds

General Improvement Funds Mo Ho Mo Mo

Camateny

5 FPublic Sania

[Depanment of Redevelopment

- =
M F it
Items |dentified:

2. List the members of the governing body; for example city/town council members:

First
“ear
Elected / Appointed
Hame Title To Position Background
Paul Joyce Council President 1958 CPA
Michael Bozymski Council Member 2013 Taxidermist  (runs  own
business)
Tammy White Council Member Denfist

Indiana State Board of Accounts

TOWN OF TODDVILLE
UNDERSTANDING THE ENTITY AND ITS ENVIRONMENT
Jamuary 1, 2017 to December 31, 2018

3. List the primncipal members of the executive branch of the cityftown: (mayor, city manager, clerk-treasurer,
efc.) Designate the principal audit contact.

HMame Tithe Phones Mumber E-Mail
Mayor
Todd Caldwell Clerk-Treasurer TE5-123-4567 clerkii@ioddville. in.gowv
| Same Main Bookkeeper
| Same Payroll Clerk
| Same Claims Processing Clerk
| Susan Gordon Park Director TE5-123-4567 pardd@toddville_in.gov
| Ricci Hoffer Wastewater Superintendent | 765-123-4587 seweriioddville_in.gowv
Lori Rogers Street Commissioner TE5-123-4567 roads@toddville.in.gov
MiA Police Chief (Pension
Information)
MiA Fire Chief (Pension
Information)
Chase Lenon Water Superintendent TE5-123-4567 watern@ioddville.in.gow
2 Electric Superintendent T55-123 4557

4. Descripe the relative division of authority and responsibilities between the govemning body and responsible
officials. (Tailor fo fit your wunit of government.)

a. CitywTown Council — Powers and Duties [1C 36-41C 36-5]

Enact ordinances

Adopt the annual budget

Fix salaries of elected officials
Impose tax lewvy

Establish fees

R

Indiana State Board of Accounts
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Form 9 — Understanding Entity & Environment

———————— v'Form is for SBOA to gain understanding of entity
e — . .
—— v ot (city or town) and environment

v'Will be sent to you prior to start of audit

v'May just need updated from last audit

v'Try to answer each area as completely as
possible

Indiana State Board of Accounts 2019

Form 13 — Mgmt Oversight of Non Audit Services

Siztomeat of Receist. Dicourcemends,

o,

. Drcsursseants,

Ening baances ave reparted eomacty b each b
Thiss i s s reparked corety o e

cap

Other busptementary Bohedules (3o of Byl anc Recehvaties, Schedde of Lassas, and Dett, Schesdde of
Capt Aasats)

Indiana State Board of Accounts 2019
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M

3 Management Over.

ght of Nonaudit
Period:

Mame of Individual Designated by M it to oversee nonaudit services:

Title of Individual:

Review of nonaudit services performed.
(Management's designee should check each item as it is reviewed.)
Statement of Receipts, Disbursements, Other Financing Sources and Uses, and Cash and Investment Balances:

Beginning cash and 1 ts agree with prior year ending balances for each fund and for the total of all
funds

Ending balances are reported correctly for each fund and the total of all funds.

Titles of funds are reported correctly for each fund.
Notes to the Financial Statement:

Motes to the financial statement as compiled accurately reflect the governmental unit.
Combining Schedule of Receipts, Disbursements, Other Financing Sources and Uses, and Cash and Investment
Balances:

Beginning cash and investments agree with prior year ending balances for each fund.

Ending balances are reported correctly for each fund.

Titles of funds are reported correctly for each fund.

Indiana State Board of Accounts

Form 13 — Mgmt Oversight of Non Audit Services

Other Supplementary Schedules (Schedule of Payable and Receivables, Schedule of Leases and Debt, Schedule of
Capital Assets)

All information is correct and presented as management intendead.

Schedule of Expenditures of Federal Awards:
All federal grants disbursed are included in the schedule of expenditures.
Amounts reported for each program is correct.
Amounts provided to subrecipients are comect.

Total federal awards expended per the schedule are correct.

Notes to the Schedule of Expenditures of Federal Awards:

Amounts presented in the schedule of expenditures of federal awards that include loan and loan guarantee
balances outstanding are identified separately within the notes by program title, federal CFDA number and
total amount of federal awards affected.

Indiana State Board of Accounts
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(02/16) Form 13 Management Oversight of Monaudit Services
Period:

Includes significant accounting policies used in preparing the schedule of expenditures of federal awards.

Includes whether or not the 10% de minimis cost rate was used.

All Statements, Schedules, and Notes:
Fund names are comect. {Fund names will appear as shown in the report.)

Unit name is comrect throughout report.

As the management designee, | have reviewed the financial statement, notes to the financial statement, and schedule of
expenditures of federal awards for each of the aforementioned items. These items were prepared by use of our books and
records. Our books and records adequately support the financial statement, notes to the financial statement, and schedule
of expenditures of federal awards prepared, and accordingly, | approve these items as compiled by the State Board of
Accounts. | understand that slight modifications such as spelling, grammatical and formatting errors may be corrected
during the processing of our report by the State Board of Accounts. | acknowledge that the financial statement, including
the notes to the financial statement, and the schedule of expenditures of federal awards are our responsibility. | have
determined that the regulatory basis of accounting, as established by the Indiana State Board of Accounts, is an acceptable
basis of presentation.

Mame of Designee

Title

Date

Indiana State Board of Accounts

Form 13 — Mgmt Oversight of Non Audit Services

Recap:

v'Form is for management to acknowledge
responsibility of financial statements

v'Will be sent to you prior to start of audit along
with your financial statements compiled from
Gateway

v'Initial each item on the underline next to each
sentence; sign the second page

Indiana State Board of Accounts

21



4/4/2019

Form 45 — Understanding Internal Controls

104i481Farm 45 o Small Unit UNDERSTAMOING OF COMTROLS FOR SIGMIFICAMT AUDIT AREAS

Instructions: | The understanding of the unit's proess for each significant audit area and component should be noted below. Based upon the understanding
gained, answer the question below on whether the unit has proper segregation of duties or not. Additionally, inquiry must be made of the unit
tegarding theit procedures for each audit area. This can be achieved by sither printing this tab and giving it to the unit o verify or through inquiry of
the officlal directly by the examiner.

While reviewing the procedures and considering the need tomadify them for variances in the unit's actual system, consider the following related
1o the unit's IT system: (1) Do staff job Functions provide sdequate segregation of duties, (2) Do logon controls adequately identify the user
Iogging onto the system, and [3) Does user access to System scresnsifunctions Matsh the User's job functions? These items should be
considered when determining unit controls.

IF ehanges were Made to the table On the SAA tab, be sure 1o modify the below tables 1o be reflective of the significant audit areas as determined
on the SAA tab,

Transaction Class:  Begeipts Audit Area: Begeipts
Dlacument the flow of inFarmation for significant transaction classes.

Flow of Information

Initiaflng Authorizing:
Tawn Rieceipts: Initiated when ETF maries are received by bank, money tumed in by marshal for gun permits, manies turnedin for shelter
rentals, campsites, etc, from park superintendent. Manies are normallyreceived by Jane Jetson, utility clerk. and deposited that day.

Uity Receipts: Initiated when 3 customer comes inthe door and paus, by mal, of by payment 3t the bank. -Jane picks up mall and
payments at bank daily. %hen person pays at daor,  receipt i written For cash transastions and for checks i the customer requests it.
Only cash receipts by mail have a recaipt wiitten for it

Fecdrding and Frocessing,
Town Receipts: Receipts are wiitten for oash receipts only and are not written For state and local tak distributions. Manies are deposited
by Janet on day of receipt and noted on deposit slip where Todd Caldwell, Clerk-Treasurer, needs to post the receipts. Receipts are posted
toledger by Flay based on deposit slip information.

Urility Receipts: Posted to indluidual eustomer aceounts by Jane and deposited by Jane at end of day. Sometimes Todd makes the

deposit when in ffice. Jane staples paid stubs ko carbon copy of depasit slip. Deposits are made to the Utiities Collection Fund. At end

of every manth, Jane prints a daily receipt report
e

r the month that totals receipts b each utility and Tadd pasts ledger in the amounts the

-

et i <oed e G i)

Indiana State Board of Accounts

Form 45 — Understanding Internal Controls

(0418 Form 45 Reg Small Unit UNDERSTANDING OF CONTROLS FOR SIGNIFICANT AUDIT AREAS

Instructions: The understanding of the unit's process for each significant audit area and component should be noted below. Based upon the
understanding gained, answer the question below on whether the unit has proper segregation of duties ornot. Additionally, inquiry must be
made of the unit regarding their procedures for each audit area. This can be achieved by either printing this tab and giving it to the unitto
wverify or through inguiry of the official directly by the examiner.

‘While reviewing the procedures and considering the need to modify them for variances in the unit's actual system, consider the following
related to the unit's IT system: (1) Do staff job functions provide adequate segregation of duties, (2) Do logon controls adequately identify the
user logging onto the system, and (3) Does user access to system screensfunctions match the user's job functions? These items should
be considered when determining unit controls.

If changes were made to the table on the SAA tab, be sure to modify the below tables to be reflective of the significant audit areas as
determined on the SAA tab.

Indiana State Board of Accounts
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Transaction Class: Receipts Audit Area: Receipts
Document the flow of information for significant transaction classes.

Flow of Information

In'rtiat'ﬂ'|g Authorizing:
Town Receipts: Initiated when ETF monies are received by bank, money turned in by marshal for gun permits, monies turned in for
shefter rentals, campsites, etc, from park superintendent. Moniezs are normally received by Jane Jetson, utility clerk, and deposited
that day.
Utility Receipts: Initiated when a customer comes in the door and pays, by mail, or by payment at the bank. Jane picks up mail and
payments at bank daity. VWhen person pays at door, a receipt is written for cash trangactions and for checks if the customer
requests it. Onhy cash receipts by mail have a receipt written for it.

F‘.&cu}ding and Processing:
Town Receipts: Receipts are written for cash receipts only and are not written for state and local tax distributions. Monies are
deposited by Janet on day of receipt and noted on deposit slip where Todd Caldwell, Clerk-Tre-asurer, needs to post the receipts.
Receipts are posted to ledger by Ray based on deposit slip information.

Utility Receipts: Posted to individual customer accounts by Jane and deposited by Jane at end of day. Sometimes Todd makes the
deposit when in office. Jane staples paid stubs to carbon copy of deposit slip. Deposits are made to the Utilities Collection Fund. At
end of every month, Jane prints a daity receipt report for the month that totals receipts by each utility and Todd posts ledger in the
amounts the report shows and transfers from the Utilties Collections Fund.

F‘.ecuﬁciling and Reporting:
Todd reconciles the bank statements for Town, Water and Wastewater Utilties monthly. Reconcilements are not reviewed or
approved by the Board at their monthly meeting. Todd posts all ledgers for the Town and Utilities and prepares the Gateway annual
report from them. Jane does not review ledgers or report to ensure utility receipts are properlty reported. Board does not review
ledgers or annual report for accuracy.

Indiana State Board of Accounts

Form 45 Discussion
Cash and Investments

Considerations: How does the reconciliation process work from start to finish? When the bank
statement is received what happens? How often are reconciliations performed? Who prepares the
reconciliation? Evidence of preparation? Who reviews/approves the reconciliation? Evidence of
review/approval?

Unit Response

Receipts

Considerations: How does the receipt process work from start to finish? In what ways do you receive
money? Who writes receipts? Who posts/records receipts into the accounting system? Who prepares
the deposit slip for the bank? Who takes the deposit to the bank? Anyone reconciling daily receipts to
the deposit? Evidence of the aforementioned items?

Unit Response

Indiana State Board of Accounts
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Form 45 — Understanding Internal Controls

Recap:

v'Form is to indicate controls in certain areas for
SBOA evaluation

v'Will be sent to you prior to start of audit or a
blank questionnaire

v'Briefly describe or update controls in the area
provided

Indiana State Board of Accounts 2019

Questions on Forms

Y
N
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Motor Vehicle Highway — Fund & Sub-fund

Indiana State Board of Acco 2019

MVH — Directive 2018-2
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MVH — Directive 2018-2

On SBOA website - Home
page here

State Examiner Directives
Learn More

https://www.in.gov/sboa/files/Directive%202018-2%20%2012_20 18%20.pdf

Indiana State Board of Accounts 2019

MVH — Directive 2018-2

“The purpose of this Directive is to authorize and require
counties, cities, and towns that receive distributions from the
State Motor Vehicle Highway Account to create a new sub-fund
within the MVH Fund to properly manage and account for the
usage restrictions that were included in House Enrolled Act
1002-2017 and House Enrolled Act 1290-2018."

Indiana State Board of Accounts
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MVH — Directive 2018-2

On the chart of accounts, the MVH Fund and MVH Restricted sub-fund shall be shown as follows:

Cithes and Towns

Fund 201 MVH
Fund 203 MVH Restricted

Indiana State Board of Accounts 2019

MVH — Directive 2018-2

How to get started:

v’ Determine the 1-1-2019 cash balance of sub-fund 203
v" Post 50% of MVH distributions directly to sub-fund 203
v" Throughout the year, post disbursements for CRP to sub-fund 203

You can allocate costs originally paid from MVH to MVH
Restricted

Indiana State Board of Accounts 2019
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MVH — Directive 2018-2

A city/town can put more than 50% in MVHR

> Requires ordinance

» Can move cash back to MVH if needed

» Can’tresultin less than 50% in MVHR

» Year-end MVHR balance stays restricted into the next year

Indiana State Board of Accounts 2019

MVH — Directive 2018-2

What about appropriations?

Only one appropriation for both MVH and MVH Restricted

* Determine appropriations necessary for MVHR and
move from MVH

* Council decision; resolution or ordinance not

necessary
Indiana State Board of Accounts 2019
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MVH — Directive 2018-2

o ——— = L.
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YOU' LL NEVER
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ON TIME &

gbateam.blogspot.com
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