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5804 POLITICAL SUBDIVISIONS CITES

www.in.gov/sboa

Cities

Contact Information

Todd Caldwell Susan Gordon

(317) 2322513 (317) 232-2513

To subscribe to our email lists please sign up on this page.

Hot Topics

Overview -

Indiana State Board of Accounts - 2021 Corractive Action Plan (CAP) - Reneat Findinos -

www.in.gov/sboa

Uniform Compliance Guidelines
State Examiner Directives
Manuals

Bulletins
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Manuals
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www.in.gov/sboa

Accounting and Financial Regulatory Reporting Manual
Accounting and Financial Regulatory Reporting Manual - 2013

Internal Control Manual
Uniform Internal Control Standards for Indiana Political Subdivisions

Information Technology Manual
Accounting and Uniform Compliance Guidelines Manual for Indiana Political Subdivisions - Information Technology

e Table of Contents (2017)

City - Uniform Compliance Guidelines Manual
You can view the manual online by clicking on one of the Chapters below:

e Chapter 1 - Prescribed Forms, Taxes, General Information, Local Policies, and Deposits and Investments (2017)

e Chapter 2 - Introduction (2018)

e Chapter 3 - The Accounting Plan and Procedures (2018)

e Chapter 4 - Funds (2018)

e Chapter 5 - City and Town Court Funds (2018)

e Chapter 6 - Forms (2018)

e Chapter 7 - Calendar of Monthl

Duties (2014)

Indiana State Board of Accounts - 2021

Bulletins «

You can view the Cities and Towns Bulletins online by selecting the one you want to see below, or you can search the index by clicking here.
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December
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2018
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September
June
March

2014

December
September
June
March

2021 2020
e March * December
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* June
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2017 2016
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e September * September
® June * June-pt2
e March * June
* March
2013 2012
e December * December
* September * September
e June + June
e March * March
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PIN.gov BUSINESS & AGRICULTURE nesioens p—— eoucaTion TAXES & FINANCE VISTING & PLAYING FAMILY & HEALTH
e 92Y

Gov. Eric ). Holcomb

Indiana State Board of Accounts

SBOA

About Us + s
Career Opportunities
Learn More

Political Subdivisions +

Citizens *

SBOA staff

Private Examiner Audits +

Audit Reports

State Examiner Directives
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www.in.gov/sboa

Audit Report Filings
hi the ) 1ts is updated each day with reports released the previaus day. If you wish to receive a aud rt that is not available
ta 232 o les of audit ref en (10 cents pe e process, ha e date an e when calling. be e
results
° > o °
Filters
55016 records found m
Report No. v Unit Name v Unit Type v County v Begin Date v End Date v Audit Type v Report Description v Report Date v
B57006 & nsh Ja 0 0 12:31-20 CH C 0
B57005 & SCHOOL CITY OF MISH School Saint joseph 07-01-2018 OMPLIANCE A. FINANCIAL AND COMPLI 07-02-2021
B57004 & WEST WASHINGTON SCHOOL CORP school ton 01 ( COMPLIANCE ... FINANCIAL £ 07
R57003.4 pepl o ecion < Lol i 07010012 0cononon  ceneo CcomplNCES  Dmancia auncowe 02000001 5
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Training Materials
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Political Subdivisions / Cities (or Towns) - scroll down to:

Presentations and Training Materials w

Police Chief Executive Training - July 2021

+ Caldwell - Police Chief Training

Indiana State Board of Accounts - 2021
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Chapter 1

PRESCRIBED FORMS, TAXES, GENERAL INFORMATION, LOCAL POLICIES, AND DEPOSITS AND
INVESTMENTS

PRESCRIBED FORMS

A prescribed form is one which is put into general use for al offices of the same class, whereas an
approved form is a computerized form for special use in a particular office.

Although the SBOA prescribes forms, copies of forms must be purchased from a public printer or
other source.

Many computer software programs can create exact replicas of prescribed forms. Exact replica
may be used as a prescribed form. If it is desirable to use a form other than a prescribed form that is not
an exact replica, the new form must be approved.

For any form that is to be approved, the unit can start using the form as they have it ready. A log
of these forms must be kept indicating the form it replaced and the effective date of the new form. At the
beginning of an engagement, this log must be presented to the examiner.

New forms must be in place during at least one engagement and must not be an element of a
finding or result and comment that is responsible or partially responsible for an exception found during an
‘engagement to be considered approved. The unit is responsible for placing on new forms the year of
installation in the upper right comer. This reference shoud be similar to “Instalied in [Name of Unit}, (20xx).”

The unit agrees to comply with the following conditions, if applicable, for any new forms installed:

1 The forms installed are subject to review and/or recommendations during engagements of the
unit to ensure compliance with current laws and uniform compliance guidelines.

2. Anyreceipts, checks, purchase orders, or other forms that require numbering shall be either pre-
numbered by an outside printing supplier or numbered by the unit's computer system with
sufficient controls installed in the system to prevent unauthorized generation of the form or
duplication of numbers

3 All receipts must be either in duplicate or recorded in a prescribed or approved register of
receipts.

“ All checks must be either in duplicate or recorded in a register of checks generated by the
computer.

S. In the event a change is required due to the passage of a State or Federal law or a change in
uniform compliance guidelines, the unit agrees to implement the change in a timely manner.

Officials and employees are required to use prescribed and approved forms in the manner

PRESCRIBED

FORMS




Prescrbed by Siate Bosed of Accounts Town Form Ho. 38 (Rev. 1868)

ACOUNTS PAYABLE VOUCHER

TOWN OF . INDIANA
An invoice or bill to be properly itemized must show: kind of service, where performed, dates service rendered, by
whom, rates per day, number of hours, rate per hour, number of units, price per unit, etc.

7/7/2021

Payee
Purchase Order No.
Terms
Date Due
Invoice Invoice Description
Date Number or note attached invoice(s) or bill(s)) Amount

| hereby certify that the attached invoice(s), or bill(s). is (are) true and correct and that the materials or services
itemized thereon for which charge is made were ordered and received exi

Signature Tite

| hereby certify that the attached invoice(s), or bill(s). is (are) true and correct and | have audited same in accordance
with IC 5-11-10-1.6.

Clerk-Treasurer

Indiana State Board of Accounts - 2021
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VOUCHER NO.

ALLOWED

IN THE SUM OF §

 I—

ON ACCOUNT OF APPROPRIATION

Council Members

COST DISTRIBUTION LEDGER CLASSIFICATION
IF CLAIM PAID MOTOR VEHICLE HIGHWAY FUND

Acct.
No. Account Title Amount

Indiana State Board of Accounts - 2021
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Accounts
Payable
Voucher

ACOUNTS PAYABLE VOUCHER

o, e e ey, s o e, o e o, s of e, e pa U,

7/7/2021

Statute governing payments is IC 5-11-10

One side has

+ Itemization section

« Certification good/services were received
 Fiscal officer certifies APV has been “audited”

Get claims to fiscal officer timely

Some can be paid prior to board approval
* Requires an ordinance describing

+ Cities = IC 36-4-8-14

* Towns = IC 36-5-4-12

Payroll Voucher

ot Pt P . 0 . 10

PAYROLL SCHEDULE AND VOUCHER

[Office, Board Depariment or Insthubor)
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See e page for reverse side afhis form.
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List of employees to be paid

Similar to APV in that form is certified by
Payl"Oll someone with knowledge of hours worked

* Most likely you as Chief/Marshal
Voucher

(Clal m) This is the documentation the fiscal officer
needs to process payroll

Employee Service Record

Praserbad by e Sate Boaed of Aseourts

EMPLOYEE'S SERVICE RECORD

V-VACATION (EAVE & -SICK LEAVE [-LOSTTINE  OL- OTHER AUTHORIZED LEAVE SHOW VACATION, SIGK LEAVE AND OTHER ABSERCES N DAYS ARD FALF DAY:

* EXCEPTIONS TO THE NORMAL WORK SCHEDULE SHALL BE NOTED AND ATTACHED TO THIS FORM

Indiana State Board of Accounts - 2021
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Maintained for each employee

Shows time worked by day

« Or leave taken if applicable

Employee

i Required by
» FLSA (departments > 5 officers)
Service RS depar

Record

Overtime

« Refer to local personnel policy

» Department of Labor — Wage & Hour Division
o wagehour@dol.in.gov

Erescrinen by State Baar of Ascounts

MILEAGE CLAIM

Mileage Claim

TO

T Uty

On Account of
TOice, Board. Department or Instiuton]
ODOMETER AUTO MILEAGE
DATE FROM o READING+ MILES
Foint Foint Start Firish NATURE OF BUSINESS TRAVELED FER MILE

Ao Licensz No. TOTALS

+ODOMETER READ! to be used tance between poi be determined by fixed mileage or official highway map.

Pursuant to the provisions and penalties of Chapter 155, Acts 1053, | hereby cerfify that the foregoing acoount is just and comeet, that the amount diaimed is legally due, after allowing all just credits
and that no part of the same has besn paid.

Datz

Tie

Indiana State Board of Accounts - 2021
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For reimbursement when using personal
vehicle

Reimbursement rate set by council
« Traveling within city/town — use odometer
» From city-to-city — use State Highway map

Internet mapping is acceptable from SBOA

audit perspective
» Check with fiscal officer to see what they expect

Be as descriptive as possible

CITIES AND TOWNS BULLETIN

PLIAKC
ISSUED BY STATE BOARD OF ACCOUNTS.

Mileage Claim

TRAVEL EXPENSE

The following sets forth the audit position of the State Board of Accounts with regard to
reimbursements made by local governmental units to their officers and employees for travel and
meal expenses.

A local unit may reimburse such persons for actual miles traveled in their own motor
vehicles on official business of the local unit at a reasonable rate per mile as fixed by an
ordinance or resolution of the unit's legislative body. The mileage rate shouid be fixed by the
board or commission having authority to approve claims for travel expenses. No particular
mileage rate has been set by the State of Indiana for local units of government and,
consequently, the mileage rate lies within the discretion of legislative body. board or
commission, unless otherwise provided by statute. The body setting the mileage rate should
also determine whether parking fees and toll charges are included in the rate or, on the other
hand, whether such expenses are 1o be reimbursed separately based on the submission of

More discussion from Cities and Towns

Reimbursed mileage should not include travel to and from the officer's or employee's
home and regular place of employment. If more than one person rides in the same vehicie, only

one mileage reimbursement i allowable. General Form 101 (or an approved subsilute) should H
be used for claiming mileage. The odometer reading columns on this form are to be used only u e I n a rc
when the distance between points cannot be determined by fixed mileage or official highway 7
maps.
When traveling outside the local units boundaries on official business, offcers and
employees may also be reimbursed for meals, lodging, and incidental expenses as defined in
the travel policy. The claim for reimbursement should be supported by itemized receipts from

hotels, restaurants, and taxi cabs used by the officer or employee while traveling on official
business.

It is permissible for the legislative body of the local unit or the board or commission J I ra Ve I EX pe n SeS

having the authority to approve claims to adopt an ordinance or resolution establishing a
reasonable per diem rate intended to cover travel expenses other than hotel and mileage costs L

and the officer or employee may be reimbursed on the basis of such a per diem rate in lie of / P e r D I e m

submitting receipts. If a fixed per diem rate is established by policy, the policy should clearly

indicate which type of expenses, in addition to meals, are included in the rate and which related

expenses are to be reimbursed on the basis of actual receipts being submitted by the officer or .

employee. The policy should also define the local unit's boundaries for purposes of reimbursing /

travel; i.e. outside a 50-mile radius of the office, outside of the county. etc. The policy should Ve rn I g ra Ve
cover a proportionate reduction in the per diem rate when meals are provided by an outside

party.

When state statutes govem the amounts of allowable travel reimbursements, those
statutes supersede local policy. Also, when determining the reasonableness of a mileage rate
o per diem rate, consideration should be given to rates established by the State of Indiana and
the Federal government. The local unit should, however, consider the income tax impiications
of setting its rates higher than the current Federal rates

n all cases, an officer or employee requesting reimbursement for overnight travel is

required to submit a receipt from the hotel o other meeting place where such accommodations.
were provided. |

Indiana State Board of Accounts - 2021
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Purchase Order

ST —— e omnERED BY Walter Waite

Walter Waite Clerk-Treasurer
- e

FEDERAL EXCISE TAX EXEMFT

ORIGINAL - VENDOR'S COPY

Indiana State Board of Accounts - 2021
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Purchase Order

Helps keep track of budget spending e —

If used, should be used for all purchases ==
Fiscal officer required to certify a balance ===~ e
exists in the appropriation prior to — oL

purchase

Get with your Clerk-Treasurer or SIS
Controller —— !
Indiana State Board of Accounts - 2021 g
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Budget Classifications

*Personal Services
*Supplies

Other Services & Charges
«Capital Outlay

Indiana State Board of Accounts - 2021
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Budget Classifications

Personal Services
« Salaries
» Wages
* Benefits

Indiana State Board of Accounts - 2021
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Budget Classifications

Supplies
« Office
» Operating
» Repair & Maintenance

Indiana State Board of Accounts - 2021
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Budget Classifications

Other Services & Charges
* Professional services
* Printing expenses
 Insurance
« Utilities
* Rentals

Indiana State Board of Accounts - 2021
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15



7/7/2021

Budget Classifications

Capital Outlay
* Land
* Buildings
* Equipment (including vehicles)
* Other

Indiana State Board of Accounts - 2021
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Budget Classifications

Transfers
* One line item to another

Grants
2 types - reimbursement & advance

Insurance Proceeds
 IC6-1.1-18-7

Indiana State Board of Accounts - 2021
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Sources of
Revenue

Receipts
FORM PRESCRIBED BY STATE BOARD OF ACCOUNTS GENERAL FORM NO. 352 (REV. 1807)
RECEIPT 1
Name of UNIT, AGENCY, BOARD OR DEPARTMENT
FUND Payment Type and Amount
Credit Card’
Cash CheckDraft MO Bank Card EFT
N Amount Amount Amount Amount Amount Other
RECEIVED FROM —1 3
=)
THE SUM OF — [ == DOLLARS
1/_\/ a T —
ON ACCOUNT OF L Nl S
(= [J0P0
=
D OF
AUTHORIZED SIGNATURE O o

Q '

& ¢

= -

< Z

= <

® &

Indiana State Board of Accounts - 2021 *'SST 2R *
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Receipt
Form

7/7/2021

Issued when money / payments are collected

Remitted to the Clerk-Treasurer or City
Controller timely

Consider internal controls
 Cash collections secure?
» Who has access?
 Review collections over time

Law Enforcement Continuing Education Fund

Indiana State Board of Accounts - 2021

Law Enforcement Continuing Education fee — IC 33-37-5-8
Inspection of Motor Vehicles fee — IC 9-17-2-12

Vehicle Accident Report fee — IC 9-26-9-3

Sale of Confiscated Weapons - IC 35-47-3-2

36
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IC 33-37-5-8
Fees collected by a court

expect from you

« When Court turns it over, goes in LECE

Indiana State Board of Accounts - 2021

Needs to be claimed by your department
Work with Court officials on what they ST

7/7/2021

Law Enforcement Continuing Education Fund

ATIES AND TOWNS BULLETIN - JUNE 2015 - PART TWO PAGE 1
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CITYTOWNGOURTOF
DETAILED LEDGER OF LOGAL USER FEES
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Revenues — Motor Vehicle Inspection Fee

7/7/2021

Indiana State Board of Accounts - 2021

IC 9-17-2-12(e)

Fees can be charged for a police officer
who makes inspection

Fee has to be esta_blished by ordinance
adopted by council

Fees collected go to LECE

ST laspection of vehicle; fee charged by inspecting police officer
Scc. 12 (2) This setion does not apply o the following
(1) A e o semitaler

) A new moter veicle oe recr

eational veicle sold by a dealer licensed under
532

(3) A vehicle transferved or assigned on a certificate of titke issued by the burcay.
{40 vebile that s registered under the Intermational Registration Plan
5 A v tht stk i the mame of el g,
orancs compamy in Canads and imported by o registered
impoctc provides
{A)a copyof the regisered imperirs
Staes ctoens ang
(B)a copy of the
Peotection (CBP f
498 vebice hisory eport g
infrnaticn lnlud:':h( \rhn::::m:k.:: “:w\ et of vehicle history
Ownery, '

<ty summy

wm Ke compur Ompany i he g,
Yemagcompuy ot e oy, e P 70 e
APV v g e lexing compagy ompany, vehicle
) o g i o g
Oation; ele's:

0t g POV of e
S g,

lending insttution, or
mporter, ifthe regisered

alidation agreement ssued by the United
Border protection; e

" isucd by the United States custo
iy e customs and border

odometer readings, 3ng

39

Revenues - Accident Report Fee

IC 9-26-9-3

council

Indiana State Board of Accounts - 2021

Fees established by ordinance adopted by

“s at least $5 for each report”

Fees collected go to LECE

P12 daspection of vehicle; fee charged by inspecting police officer
Sec. 12.(a) This section docs not apply to the following
(1) A traiker or semstrailer.
2) A new moter vehicle or recreational vehicke sold by a dealer licensed under
R
) A vehicle transferred o assigned on a certificate of title issued by the bureay,
(4) A vehicle that is regastcred under the International Regastration Plan
5) A vehice that stk in the name of y financial institution, lending institution, o
mwrance ¢ Fmported by a regisered importer,if the registered
impoctc prov
{A)a copy of the regissered Fmparter’s validation agreement tssued by the Unit
States contoens and boeder rotection, o e
(8)3 copy of

e cary sumemary i
Protection (CRP

ty ia Canada and.
s

sucd by the United States cug

o s customs and border
(02 vehick b
€ 4:NL e ;“ ::":::;‘:w: ?\ M eependent provider of vehicte history
oy Vebicle's tide information, odomecter readings, ang

16)A vebicle thy wtitled in, anothe o

insitution 3 |

e a0 i i e g

ik o 8 B, 1 ey SV
ehicle leasing .
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Revenues - GunPermit-Fee

NEW as Of July 1 APPLY FOR A NEW LICENSE TO CARRY

« IC 35-47-2-3(d) APBLIOATY ,
* No longer collect fee for handgun Hﬂﬂ[][é[[!]%n HEFHHSE *‘,

licenses

 Money appropriated for replacement
program

> Through Indiana Criminal Justice Institute

.hmnv

Indiana State Board of Accounts - 2021
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Uses of LECE

IC 5-2-8-6

Used for:

Training law enforcement officers
Equipment
Supplies for law enforcement purposes

Requires appropriation by Council

Indiana State Board of Accounts - 2021
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Revenues - Miscellaneous

v Theft Reports
v" Photos
v" Criminal Histories

« Establish fee by ordinance

« Designate fund to receive $$$ - General or separate fund
* Criminal Histories - IC 10-13-3-30

Indiana State Board of Accounts - 2021
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CHAPTER 2

COURT COSTS

COURT COSTS TO BE CHARGED

Semiannually
55%

Case Type
Criminal Actions [IC 33-37-4-1] (Note 1)
Griminal Felony M § 12000 § 6600 § 2400 § 3000
Criminal Misdemeanor CM § 12000 § 6600 § 2400 $ 3000
Miscellaneous Criminal MC § 12000 § 6600 § 2400 §  30.00
Judgments [IC 33-37-4-2] (Note 2):
Infractions IF s 7000 3850 § 1400 § 1750
Local Ordinance Violations oV § 7000 § 3850 § 1400 § 1750
Civil Actions [IC 33-37-4-4]:
Givil Collections GG § 10000 § 5500 § 2000 §  25.00
Plenary PL § 10000 § 5500 § 2000 § 2500
Domestic Relations DR § 10000 § 5500 § 2000 §  25.00

Note 1. Instead of criminal costs fees prescribed by IC 33-37-4-1, the clerk shall collect a pretrial

iversion program fee i eement between the prosecuting attomey and the accused

person entered into under IC 33-39-1-8 requires the payment of those fees by the accused

person. The pretrial diversion program fee is an initial user's fee of fity dollars {$50.00) and a

monthly user's fee of ten dollars (510.00) for each month that the person remains in the pretrial
diversion program. [IC 33-37-4-1(c)]

In addition, IC 33-37-5-17 requires the defendant to pay a deferred prosecution fee for court
costs of one hundred twenty dollars (§120.00) where the Gourt defers prosecution under IC
333018

‘The one hundred twenty dollars ($120.00) would be distributed as follows:

Due Due
Total State County ~ City/Town
Cost ~ Semiannually Monthly  Monthly
100%. 55% 20% 25%

§ 120008 66008 24008 3000

Persons placed in the pretrial diversion program shal also pay a public defense ad;
fee of five dollars ($5), a judicial insurance adjustment fee of one dollar (1), a judicial s
fee of twenty dollars (§20), a court adminisiration fee of five dollars (§5), a DNA sample
processing fee of two dollars (52), a document storage fee of two dollars (52), a highway
worksite zone fee of fifty cents (5.50) for a driving offense, and an automated record keeping-
deferral/diversion fee of five dollars (§5).

Indiana State Board of Accounts - 2021
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Note 2.

Revenues - Court Costs

Instead of the infraction or ordinance violation costs prescribed by IC 33-37-4-2, the clerk shall
collect a deferral program fee if an agreement between a prosecuting attomey or an attormey
for a municipal corporation and the person charged with a violation entered into under IC
34-28-5-1 (or IC 34-4-32-1 before its repeal) requires payment of those fees by the person
charged with the violation. The deferral program fee is an initial user's fee of not to exceed fifty-
two dollars ($52.00) and a monthly user's fee of not to exceed ten dollars (§10.00) for each
month the person remains in the deferral program. [IC 33-37-4-2(e)]

In addition, IC 34-28-5-1 requires the defendant in the action to agree fo pay a fee of seventy
dollars ($70.00) to the clerk of the court if the action involves a moving traffic offense (as defined
in IC 9-13-2-110). Furthermore, IC 33-37-8-5 requires two dollars ($2) of every deferral program
fee collected to be accounted for as a jury fee. The defendant shall aiso pay a highway worksite
zone fee of fifty cents ($.50) for a driving offense, a document storage fee of two dollars ($2) and
an i fee of five dollars (S5).

The seventy dollars ($70.00) would be distributed as follows:

Due Due
Total State County ~ City/Town
Cost  Semiannually Monthly  Monthly
100% 55% 20% 25%

§_70005 38508 14005 1750

44




IC 33-37-7-6
Fees collected by clerk of circuit court; city or town share

Sec. 6. (a) The qualified municipality share to be distributed to each
city and fown maintaining a law enforcement agency that prosecutes at
least fifty percent (50%) of the city's or town's ordinance violations in a
circuit or superior court located in the county is three percent (3%) of the
amount of fees collected under the following:

(1) IC 33-37-4-1(a) (criminal costs fees).

(2) IC 33-37-4-2(a) (infraction or ordinance violation costs fees).

(3) IC 33-37-4-3(a) (juvenile costs fees).

(4) IC 33-37-4-4(a) (civil costs fees).

(5) IC 33-37-4-6(a)(1) (small claims costs fees).

(6) IC 33-37-4-7(a) (probate costs fees).

(7) IC 33-37-5-17 (deferred prosecutioh fees).

(b) The county auditor shall determine the amount to be distributed to
each city and town qualified under subsection (a) as follows:

STEP ONE: Determine the population of the qualified city or town.

STEP TWO: Add the populations of all qualified cities and towns

determined under STEP ONE.

STEP THREE: Divide the population of each qualified city and town

by the sum determined under STEP TWO.

STEP FOUR: Multiply the result determined under STEP THREE for

each qualified city and town by the amount of the qualified

municipality share.

(c) The county auditor shall distribute semiannually to each city and
town described in subsection (a) the amount computed for that city or
town under STEP FOUR of subsection (b).

(d) This section applies after June 30, 2005.

[Pre-2004 Recodification Citation: 33-19-7-3.]
As added by P.L.98-2004, SEC.16. Amended by P.L.201-2011, SEC.102.

Indiana State Board of Accounts - 2021

Revenues - Court Costs

IC 33-37-7-6

Prosecute local ordinance
violations in court

. Funds are distributed by County
only if you claim them

Monies claimed go to General
> Need appropriation
> Can be for law enforcement
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CITIES AND TOWNS BULLETIN - DECEMBER 2016 PAGE 11

ADDITIONAL EXCISE TAX JUDGMENTS
IC 9-18-2-1 states:
“A person must register all motor vehicles awned by the parson that
(1) Are subject o the motor vehicle exeise tax under IC 6-8-5.5; and
(2} Will be operated in Indiana...."

IC 8-18-2-1(d) stales: *A person must register all vehicles owned by the person nof later than
sixty (60) days after becoming an Indiana resident.”

IC 9-18-2-41 states:
"(z) In addtion to:
(1) The penalty described under sections 1,7,21,26,27,27, and 2.5 of this chapler; and
{2) Any judgment assessed under |C 34-28-5 (or IC 34-4-32 before its repeal);
a person who violates section 1 [IC 5-18-2-1] of this chapter shall be assesseda
Judgment equal to the amount of excise tax due under |C §-6-5 or IC 6-6-5.5 on the

vehicle involved in the violation

[

The clerk of the court shall do the following:

(1) Collest the additional judgment deseribed in subsection (a) in an amount specified
by & court order.

(2) Transfer the additional judgment to the county auditor on a calendar year basis,

{c)  The auditor shall distribute the judgments described under subsection (b) to law

enforcement agencies, Inciuding the state police department, responsible for issuing ditations

o enforce section 1 [IC 9-18-2-1] of this chapler.

(d) The percentage of funds distibuted o @ law enforcement agency under subsection (c):
(1) Must equal the percentage of the total number of citations issued by the taw
enforcement agency for the purpase of enforcing section 1 of this chapter during the
applicadle year, and
(2) May be used for the following:

(A) Any law enforcement purpose.
(B) Contributions to the pension fund of the law enforcement agancy.”
To facilitate the handling and allocation of these fees under IC 8-18-2-41, the clerk should use

General Form Mo. 367 (1984) enlitled "Clerk's Report fo Auditor of Additional Judgment for Excise Tax"
(see copy of this form on Page 11). In using this form, the following procadure should be cbserved:
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Revenues - Excise Judgments

CITIES AND TOWNS BULLETIN - DECEMBER 2016 PAGE 12

ADDITIONAL EXCISE TAX JUDGMENTS — (Continued)}

The dlerk of the court which collects these penallies musl include 3 memorandum with the
remittance which shows the number of citations filed in the court by each law enforcament agency for failure
1o timely regisler a motor vehicle. Such memorandum could be as follows:

Number of
L £nC! Citalions
County Sheriff 6
Urban City Police 2
Beslt Town Marshal 2
Tatal 10
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Revenues — Donations

- Council accepts

o Restricted
donation e 2 o Separate.fu.nd ‘
- Appropriation not needed if
o Create fund by DOﬂ Q-tions spent on reason donated
ordinance

» Source of $

Unrestricted
» What can be used for

- Goes in General
- Needs appropriated

WRD Ofr
i

<t \llj,j,O
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* *
€87, 190
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Miscellaneous

Items
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Buy Money / Confidential Funds

SBOA Cities & Towns Bulletin — June 2016

Home Rule (IC 36-1-3) ordinance necessary to
be established

Must be appropriated

U.S. Dept. of Criminal Justice

“DOJ Grants for Financial Guide”

Indiana State Police
INV-0017

Indiana State Board of Accounts - 2021
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DOJ - Buy Money / Confidential Funds

DOJ Grant . . .
Financial Guide “DOJ Grants Financial Guide”

> Confidential funds start on page 104

https://www.ojp.gov/sites/g/files/xyckuh241/files/media/document/DO
J_FinancialGuide 1.pdf

312 OJP'S CONFIDENTIAL Funps

INITED STATES

‘s’ g > P DEPARTMENT OF JUSTICE
ﬂ‘ < soieood o o
=T I )
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https://www.ojp.gov/sites/g/files/xyckuh241/files/media/document/DOJ_FinancialGuide_1.pdf
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DOJ - Buy Money / Confidential Funds

@ Ofﬁx"- (‘)t;Ju\licc Programs

oJF TOPCS
xams Part lil - Chapter 8: Confidential Funds.

HGHLIGHTS OF CHAPTER

Same information; different format

https://www.ojp.gov/sites/g/files/xyckuh241/files/archives/financial gui
des/financialguide09/part3/part3chap8.htm

CONFIDENTIAL FUNOS CERTFICATION

v 15, T 370 e 10 S 3 ngBans o conkmnl Rnde 30 et
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STANDARD OPERATING PROCEDURE £
Sat e TOTEESE) INV-0017

wolang (e
STATE Enforcement Aid Fund/Anti-Drug Abuse Grant Fund

POLCE Replaces INV-000 dated October 6, 2011 T Marn 12015 ISP -~ Buy MOI‘IEY / conﬁdential Funds

I PURPOSE

Establish guidelines for obtaining using, and accounting for confidential funds used in support
of criminal investigations.

I POLICY

Criminal requiring c monetary di ‘may be supported by the
Enforcement Aid Fund/Anti-Drug Abuse Grant Fund. Both funds shall be managed by the
Special Investigation Command Commander and audited annually. Employees requesting or
utilizing the Enforcement Aid Fund/Anti-Drug Abuse (EAF/ADA) Grant Funds shall adhere to

the following procedures P U R P O S E

I PROCEDURE

Investigative Account Procedures

A Dt et s s s iy e Supesiteden o desige i o g Establish guidelines for obtaining, using,
Dy ot v ot sy s st s g e and accounting for confidential funds
e i ot el o e FAT ADA G T it e used in support of criminal

Soperendon hroogh the et Chiet o S Fieal” Trog i sl bt e n e Investigations.
report

2. After review by the Superintendent, the audit report shall be forwarded to SIC for inclusion in
the EAF/ADA Grant Fund files.

D. Prior to submitting a request for EAF/ADA Grant Funds, employees shall male specific ° C t t IS P t t

inquiries fo the Criminal Intelligence Unit (CIU) for additional available information that may ontaci O re qu est a COpy
relate to an investigation. Some examples of information that can be requested include but are
not limited fo:

1. ldentification and/or analysis of victims, crimes, and/or crime locations
2. Identification and/or analysis of suspects
3. Identification of poteatial sources for establishing contact with criminals or their associales
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https://www.ojp.gov/sites/g/files/xyckuh241/files/archives/financial_guides/financialguide09/part3/part3chap8.htm
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Clothing Allowance

SBOA Cities & Towns Bulletin — March 2019

For Cities: Ind. Code 36-8-4-4
For Towns: Clothing & equipment allowances are optional
> Can be provided in Home Rule ordinance
Tax Implications:
- No receipts necessary — allowance subject to tax
- Receipts are required - allowance not subject to tax
- Consult with the IRS for specific guidance
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Body Armor

Indiana Codes related to Body Armor:

v IC 36-8-4-4.5 (cities)
v IC 36-5-7-7 (town marshals & deputies)
v IC 36-8-9-9 (town police departments)

In each case, city/town shall provide
body armor, which remains the property
of the city/town.

Indiana State Board of Accounts - 2021
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Confiscated Property

Weapons - those required to be registered can be sold and
proceeds go to city/town General fund.

Cars — used for up to 3 years

Other property — seized under:
> IC 34-24-1; proceeds to General
> IC 34-24-2; refer to Court Order

 Bicycles/lost property — IC 36-8-6-4

Indiana State Board of Accounts - 2021
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Vending Machine Commissions

L=~

drmh

Written guidelines — where profit goes

Machine available to public
Revenue to General fund

Machine in restricted area
Governing body can designate

« Internal Controls important — access to
machine; who collects $$$, etc.

Indiana State Board of Accounts - 2021
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S
8 UNIFORM CONFLICT OF INTEREST DISCLOSURE STATEMENT
2 St Form 54266 (R /8-12) / Fom 238
STATE BOARD OF ACCOUNTS

Indiana Code 35-44.1-1-4

A public servant who knowingly or |ntsnhunaH% has a pecuniary interest in or derives a profit from a
contract or purchase connected with a e govenmental entity served by the public servant
commits confict of mtereat, a Class D Felony A'f ‘public servant has a pecuniary interest in a contract o
purchase if the contract or purchase will result or is intended to result in an ascertainable increase in the
income or net worth of the public servant or a dependent of the public servant. ‘Dependent” means any of
ho folowing. e Spouse of a public servant. a chid, siepehild, or adopies (as defred i IC 31.0.0.9) of a
public servant who is unemancipated and less than eighteen (1) years of age; and any individual more than
one-half (112) of whose support is provided during a year by the public servant.

The foregoing consists only of excerpts from IC 35-44.1-1-4. Care should be taken to review IC 36-
44,114 in its entirety.

1. Name and Address of Public Servant Submitti

2. Title or Position With Entity:

3. a Governmental Entity:

b, County:

4. This statement is submitted (check one):

a_ as a single transaction” disclosure statement, as to my financial interest in a specific contract or

purchase connected with the govermental entity which | serve, proposed to be made by the
governmental entity with or from a particular contractor or vendor; or

b_ as an “annual’ disclosure statement, as to my financial interest connected with any contracts or
urchases of the govemmental entity which | serve, which are made on an ongoing basis with or
om particular contractors o vendors.

5. Namefs) of C or

6. Description(s) of Contract(s) or Purchase(s) (Describe the kind of contract involved, and the effective
date and ferm of the contract or purchase if reasonably deferminable. Dates required if 4(a) is selected
above. IF “dependent’ s involved, provide dependent's name and relationship.)
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Conflict of Interest

Upload in Gateway — www.gateway.ifionline.org

* Electronic form available

* Fill it out

* Printit

+ Signed by appropriate people
* Scan to pdf file

+ Upload

An Open Door into Local Government Finance

(Gateway collecs and provides acess to mformation about ow taes and ofher

Hlﬁrl]'\ll‘ Aﬂ”ﬂl'f arg imr;nofori FTT!!'J anont }ﬂl Tm"{mw‘o ]N'i'l] W’Il‘h‘ n{ﬂm‘m‘mnmﬁ

Conflit of Interest Upload Tool »
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IC 36-1-20.2

Local policy required; can be more restrictive than IC

“Individuals who are relatives may not be employed in a position
that results in one relative being in the direct line of supervision of
the other relative.” [emphasis added][IC 36-1-20.2-10]

“Relatives” defined in IC 36-1-20.2-8

Indiana State Board of Accounts - 2021
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Purchase of Equipment

- IC5-22

- Bids: | < $50,000 Use city/town small purchase policy
$50,000-$150,000 Obtain at least 3 quotes by mail
> $150,000 Advertise for competitive bids

*Trade-ins: don’t lower the threshold

- State QPA - www.in.gov/idoa/2448.htm

- Use another city/town’s bid; interlocal agreement required
> IC 36-1-7-12
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Disposing of Equipment

IC 5-22-22

Public Sale
> 1 item valued > $1,000, or
> More than 1 item; combined total < $5,000, then

Auction, internet, or sealed bids required
> Values less than these amounts; can be sold privately [IC 5-22-22-6]

Sell to other governments — no advertising required if each has
resolutions for the sale

Indiana State Board of Accounts - 2021
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http://www.in.gov/idoa/2448.htm
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Moving Traffic Violations

STATE OF INDIANA

- . IC 36-1-6-3

. IC 34-28-5

- Must be
enforced
through a court

- Can't simply pay
fine at city/town
hall

- Directive 2015-1

https://www.in.gov/sboa/files/SBOA_Directive 2015 1.pdf
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https://www.in.gov/sboa/files/SBOA_Directive_2015_1.pdf
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Contact Info

Todd Caldwell, CFE Susan Gordon, CPA, CFE
Director of Audit Services Director of Audit Services

cities.towns@sboa.in.gov
317-232-2513
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