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GATEWAY

Live Demo

GATEWRY HELP DESK

To contact the State Board of Accounts Gateway Help Desk
email -
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STATE BOARD OF ACCOUNTS GATEWAY
RPPLICATIONS

= 100R
= Annual Financial Report (AFR)
* Monthly and Annual Engagement Uploads
= Conlflict of Interest Disclosure
= E-1 Entity Annual Report (Not applicable to Cities/Towns)
= ECA Risk Report (Not applicable to Cities/Towns)

GATEWAY -
HTTPS://GATEWAY.IFIONLINE.ORG/DEFAULT.ASPX

An Open Door into Local Government Finance .@

Gateway c I( nd provides infor 1 b tl and other
pu bl dll b d) ted a d p b/Id l s‘ojgou ument.



https://gateway.ifionline.org/default.aspx
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= What you will need
INDIANA I = Username
ate a . 5 = Password
U V for government units

= Do not have a username and

assword?
A o ) P Ry
Send an email to
e e gateway@sboa.in.gov with the
browses following:
Authorized Personnel Lt .
= s Sanouncemenits = First & Last Name
: amgn@moningoy
Gateway Reporting Access Authorized User Policy = Title

Password: [

ok = Unit Name

County

Email

Name (of Fiscal Officer you are
replacing)

Email (of prior Fiscal Officer)

FORGOT YOUR PASSWORD?

= If you forgot your password you can
use the “Forgot your password?” link.
All you will need is your Username

User Name: |og boa.in. : i
S e B (email address) to reset it your self.

Password: |ieeesess

= Once you reset your password you
will receive an email from
ibrctech@iupui.edu with your new
password.

LogIn

Please note: Passwords are CASE sensitive.

After 5 failed attempis to log in, your account will be locked—
notify ibrctech@iu.edu.

Request Authorization to Access Gateway
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G INDIANA
at eW yfor government units

fHome  @About  {AccouniSellings @ User Guides & Logow

I )
GATEWAY
BPPLICATIONS

Welcome to the Indiana Gateway for Government Units

s an authorized user,
‘agency Agancies curra
Gaming Commission

Select Application

Department of Local Govermuneal Finance (DLGF) | estine | Il stst Boad o Accoun=(s008)

Doty

Mar 31
Dt
Detan
Ot

S0
Detsi

Bost Emp Mar 1

i have at lsast ona applcation ta use. Each of these applications anables a Iocal unt 1o submit it requirad forms. raports or file ta the appropriate stale
jo Department of Local Government Finance, State Board of Accounts, Indiana Education Employment Re

joard and Indiana

Once logged in you will see each
Government Units Gateway
a3t applications

Detety

Detas

State Board of Accounts (SBOA)

e
== applications are under the red
prchese. section
50 cays s

o]

Jug 29 Department of Local Government

Mar 1

I

Now 15

15

Nov 15

Rep ative: Organ Membership ¥ Oct1

Ppr 1S Indians Gaming Commission 1GC) [r—

Finance (DLGF) applications are
under the green section — we cannot
grant access to DLGF Gateway
applications you will need to contact

gateway@dlgf.com for access.

STATE BOARD OF

BCCOUNTS APPLICATION

SUBMISSION DATES

Submission dates for each application are
included on the home page.

Please make note of the submission deadlines,

these are important.

State Board of Accounts (SBOA)

100R Jan 31
Annual Financial Report Details

« Schools, charter schools and turn-around academies:
August 29
= All other units: March 1 (February 29 on a leap year)

Monthly and Annual Engagement Uploads Details

Deadlines:
- January monthly files — March 15th
- February monthly files — April 15th
- March monthly files — May 15th
- April monthly files — June 15th
« May monthly files — July 15th
« June monthly files— August 15th
= July monthly files— September 15th
- August monthly files— October 15th
- September monthly files— November 15th
- October monthly filss— December 15th
- November monthly files— January 15th
- December monthly files— February 15th
« Annual files - August 29th for schools and ECA, March
1st for all other units

Conflict of Interest Disclosure 15 days after
final action
on the
contract or
purchase

E-1 Entity Annual Report 60 days after
entity's fiscal
year ends

Aug 29
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100R

Link to the User Guide: ) )
https://gateway.ifionline.org/userguides/100Rguide

File Specs:

https://www.in.gov/sboa/files/Gateway100R Upload Specs.pdf

SELECT 100R APPLICATION

State Board of Accounts [SBOA)

Annual Financial Report
Monthly and Annual Engagement Uploads

Conflict of Interest Disclosure

E-1 Entity Annual Report

ECA Risk Report

Jan 31

Details

Details

15 days after
final action
on the
contract or
purchase

60 days after
entity's fiscal
year ends

Aug 25
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SELECT UNIT AND YEAR

Select Unit
Select Year

Select a Uk » Select Year

Select Unit
Select Unit from List s e et 72
N80
Click a link below to select your unit. .
g CERSSTERT S smemrs
Unit Name Link Unit County g T e
105600 AM
9996 Shoa City Unif (YIn g sboatest
9994 | Sboa Library Unit LIBRARY shoatest 2015 T oven forestng e i
n OTHER SPECIAL
1001 Shoa Special District DISTRICT sboatest D4 Theveestscoen fr sty v stiasion

T rapr ot apee fr b v, s sk s on 122015

2013 z:m

0D T cven o ding e sebsion

100 MAIN MENU

Select Unit anc r = 100R Main Menu County:sboatest County
Uit Shoa City Unit
Year: 2019

100R Main Menu @

The sections below are the ones that are required to complete your report. Some of these sections are based on the answers that you gave to the questions on the
previous screen. To change any of the answers to these guesiions, click on the Unit Qtuestions opfion on the menu.

Status
Unit Questions The answers to these questions help tailor the form and validation to your unit. Complete
Employee Data Entry Use the form entry for manual entering of the information or to edit what you uploaded. 0 Rows Entered
Nepotism Policy Upload It was indicated that the unit has a nepofism policy. If a policy was uploaded in a previous year, and that Uploaded for 2018

policy is current. no further action is needed. Use this application to upload a copy of the file containing on Dec 7 2018 11:18AM
that policy if necessary.

Contracting Policy Upload It was indicated that the unit has a contracting policy. If a policy was uploaded in a previous year, and that Uploaded for 2018
policy is current. no further action is needed. Use this application to upload a copy of the file containing on Dec 7 2018 11:18AM
that policy if necessary.

100R Report Outputs Once you have entered or uploaded your informafion, you can use this option to view your entries. print Available

them, or download them info an Excel file.

This process includes validation to ensure the information has been entered properly and that the number Not Submitied

of records matches the number of employees you indicated in the Questions section. Once any errors

have been comecied, you will see the Proceed te Submit button appear and you will click on that fo

complete the submission.
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UNIT QUESTIONS

100R Unit Questions @

County sboatest County
Unit:  Shoa City Unit
‘Year. 2019

Please answer all of these questions — they help determine what is required for your unit fo complete the 100R submission via Gateway.

1. Please enter the number of employees (full and part time) that you paid compensation to anytime during the
past year. Use IRS guidelines to determine empl status and . If you did not have any paid
employees, enter 0. This will delete any employee records for this unit for this year.

10

Proceed

Cancel

Enter the number of employees (full and part time) paid during the year.

Once the number of employees has heen entered you will then click “Proceed”.

Select Unit an = Unit Questions

County sboatest County

Sboa City Unit

100R Unit Questions @ -

Please answer all of these questions — they help determine what is required for your unit fo complete the 100R submission via Gateway.

‘ 2. Will you enter the data manually or upload a file? | * Manual - Upload ‘

3. Are health benefits provided to employees? Yes ® No Yes * No
4. Are [refil benefits provided t Yes * No Yes @ No
5. Are any other benefits provided to employees? Yes ® No Yes ® No
Has your unit implemented the following?
6. A nepotism policy per IC 36-1-20.2 Yes  No

There is a policy on file for this unit.
7. A contracting policy per IC 36-1-21 Yes - No

There is a policy on file for this unit.

Proceed | | Cancel

UNIT QUESTIONS
(CONTINUED)

Manual — manually enter
information for employee
compensation

+ Upload - upload a file with
employee compensation, created
using the 100R upload
specifications

. https://www.in.gov/sboa/files/Cat
ewayl00R Upload Specs.pdf

- If nepotism and contracting policies
were previously uploaded you will
see “There is a policy on file for this
unit”

+  When finished you will click
“Proceed”
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MANUARLLY ENTER
EMPLOYEE DATA

+ The number of employees you
entered in Unit Question 1 will

100R Employee Data Entry@

Save All Work || Return to 100R Main Menu

Enter total compensation for the reporting year for each employee for which you should have supplied a W-2. Many units inappropriately report board member payments on
1089s_According fo IRS requirements they should be issued W-2s, and therefore should be included on the 100R.

Set Default Address

Add Row

automatically add the number of
rows that you are required to
complete.

Delete | Last Name

« All required fields will need to
be completed

« Additional rows can be added
using the “Add Row” button

+ Make sure to use the “Save All
Work” once information has
been entered.

AR A A A U A A

First Name

Bus

Middl Bl Zi Total
' | Department Name Business Address | Business City | State | oo P | Job Title

Inital e code Compensation

SET DEFRULT ADDRESS

If all employees work at the same
address you can use the “Set Default
Address”

100R Employee Data Entry@

Enter total compensation for the reporting year for each employee for which |
1098s_ According to IRS requirements they should be issued W-2s, and thers

Set Default Address

Enter the address, city, state, and zip. Once
entered click “Apply” and the address will
be added to all the rows in the employee data
section.

The following address fields can auto populate the grid by entering defaults below. Click "Apply” to add the entered X
default fields to each blank record. Default fields will also apply to newly added rows.

o

Business Address Business City Business Stale Abr Business Zip h

Apply | Cancal

Vs | et i Pt Leusiient maie cusiiess Al
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VIEWING OR UPLOADING NEPOTISM AND
CONTRACTING POLICIES

View a policy previously uploaded

Nepotism Policy Upload

34 The nepasam fie The sccepianic

Tomats e pat 163, W,

s

aded on Dec 7 2018 14

Upload fle:

Upload

SEAM. I the pobicy has not chianged. another file does not need to be uplosded

Upload a policy

Contracting Policy Upload

e i page 12 uplaa The corisachens e, The acceptabis foumals are pal 19, 1. . o

vecent year for this policy upload was 2019 uploaded an Dec 7 2018 11:18AM I the policy has ot changed, anather fis doss nol need 10 be uplosded

(Gl here o view she current nolicy.on fie,

OUTPUT
REPORTS

Employee Listing Output Report
— lists all employee data entered
in the 100R “Employee Data
Entry” section

Unit Questions Output Report —
reports the answers to the initial
“Unit Questions” for the 100R

Make sure to review the
Employee Data for accuracy
prior to submission

100R Report Outputs @

These reports are available for you o view, print or download at your convenience. The content will changs fiwhen you changs or add additional information into the

system

Report Output Format: FDF v

Select the output method for the report that you prefer. Choices include Adobe PDF or Microsoft Excel Format

Employee Listing

This report lists all employees enlered in the system for the 100R

Unit Questions

This report shows the unit questions as answered in the system for the 100R.
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HOW TO SUBMIT THE 100R

To submit the 100R click the “Submit 100R” link at the bottom of the screen.

Status
Unit Questions The answers to these questions help tailer the form and validation to your unit. Complete
Employee Data Entry Use the form entry for manual entering of the information or to edit what you uploaded. 4 Rows Entered
Nepotism Policy Upload It was indicated that the unit has a nepotism policy. If a policy was uploaded in a previous year, and that Uploaded for 2018

policy is current, no further action is needed. Use this application to upload a copy of the file containing on Dec 7 2018 11:13AM
that policy if necessary.

Contracting Policy Upload It was indicated that the unit has a contracting policy. If a policy was uploaded in a previous year, and that Uploaded for 2018
policy is current, no further action is needed. Use this application to upload a copy of the file containing on Dec 7 2018 11:18AM
that policy if necessary.

4100R Report Qutputs Once you have entered or uploaded your information, you can use this option fo view your entries, print Available
them, or download them into an Excel file
This process includes validation fo ensure the information has been entered properly and that the number Not Submitted

of records matches the number of employees you indicated in the Questions section. Once any errors
have been corrected, you will see the Proceed to Submit button appear and you will click on that to
complete the submission.

HOW TO SUBMIT THE 100R (CONTINUED)

Then certify that the data contained is
Review 100R Submission Screen. accurate and agrees with employment
Click “Proceed to Submit the 100R”. records by clicking “Submit This Report”

unty sbostest County

Submit 100R @ i Sooa Caty Uit

o _ams

Pease rovien tha folouing s

7 etors catfying hat i 100 Gata 1 comeiet
" County:sboatest County

100R Data Summary Submit 100R o ;‘:‘;E'"“m
Empinpee Couns
Coun Saed i Ut uostns s
Count From Entered Records 4 CERTIFICATION: This is fo cerify that e ined in his report s accurale and agrees wilh i ex 1othe best of my knowdedgs and bele!
Comparastion semewry
[P snsonn0
)
sawrsonm
[remr——— Losaea
Cantacing Peey Upioad Lovaed
Submit Report

10



1/14/2020

HOW TO SUBMIT THE 100k (CONTINUED) Once subraitiod you will se¢ that the

report has been submitted.

You will also receive an email stating
that the 100R has been submitted

. E:TW ?;.Zﬁﬁnqu with the date and time.
Submit 100R .
The 100R Report has been submitted. Units are no longer required to complete and mail in an attestation If you realize that the 100R contains
form errors you will need to contact
to have the

report unlocked to make corrections.
Return to the 100R Main Menu

Once corrections have been made
make sure to resubmit your 100R.

The 100R is due every year on
January 315t

€

ANNUAL FINANCIAL
REPORT (AFR

Link to the User Guide:

11
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SELECT AFR RPPLICATION

100R Jan 31

Details

Manthly and Annual Engagement Uploads Details

Conflict of Interest Disclosure 15 days after
final action
on the
contract or
purchase

E-1 Entity Annual Report 60 days after
entity's fiscal
year ends

Aug 29

UNIT SELECT AND YEAR

Select Unit Select Year

2018 s sssais o conng

Unit Name Link

D017 Tt avsith o st
boa Charter School Unit sboatest Submitter

————
Sboa City Unit soontest Subritier 2018

Boa County Unit sboatest Submitter
D015 et s avaitl o i
Sboa Hospital Unit sboatest Submitter

Sboa Library Unit sboatest Submitter

This repaet s avadabe fo eating
Sboa School Unit sboatest Submitter 2014

OTHER SPECIAL
Shoa Special District e e sboatest Submitter D043 T aviai o ctng

Sboa Township Unit TOWNSHIP sboatest Submitter

DO T stk o song

DO Tt s astate rsding

12
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'R UNIT QUESTION

ect Unit and year > Unit Questions County:  sboatest County
Unit Sboa i
Year 19

AFR Unit Questions @

Piease answer all of the questions below by clicking Yes or No as appropriate. Please make sure you answer he questions carrectly as they wil
determine the information required for you to complete your annual report

1. Has your unit received or disbursed any Federal money from grants? ®ves ONo
The amount of Federal funding that is received or disbursed during the year affects the fype of engagement
that you are required to have performed by the State Board of Accounts as viell as the format and content of
the Financial Statements. Federal grants can come to you in difierert forms including: direct grants from
Faderal agencies: Amounts passed through from the State: Loan and Loan guarantee programs: Receipt of
Danaled property, Food commedities; Interest subsidies; Insurance: Endawments; and Program income. Click
below for more information on grants. Additional Information

2. Did your unit disburse money for financial assistance to non-governmental entities? ® Yes O No
Examples include Volunteer Fire Departments, 4H, YMCA, Youth Leagues, Senior Citizen Centers, ete. Do nat
onsider amounis you paid for goods or services in answering this question.

3. Does your unit have any Utilities or other Enterprises? ® ves O No
Govemmentsl units often provide services that are operated like  business and charge fees 1o exteral users
for goods or services rather than recsiing tax dollars. These actviies are calied Enterprises. The most
common Enterprises are ulifies such as Water and Wastewater. Other fypes of Enterprises could include
Public Transportation, Convention Centers, Rarking Garages, Airports, Infemet Servicss, eic.

4. Does your unit departmentalize? ® Yes O No
Depariments are areas of responsibility within a unit that do not act ke enferprises. Examples of departments
include: Auditor, Sherfl, Mayor.

5. Does your unit have any outstanding debt? ®ves ONo
Debt can be in the form of bonds, notes. Ioans, or judgments payable over more than one year Leases are
considered separately (see question 6 below).

& Does your unit have any outstanding leases? ® ves ONo
A contract by which one party conveys land. property, services, etc. 10 anofher for a specified time. usually in
retum for a periodic payment

7.Dayou listing the types and owned by the unit?
Assets inglude land, buildings, infrastructure, vehicles, equipment. etc. @ ves ONo

'R UNIT QUESTION (CONTINUED)

. Do you have data files from your accounting system to upload your beginning fund balances,
receipts and disbursements?

You must get these files from your vendar’s accounting system. If you have questions on how fo get thess files, | ® Yes © No
please contact your vendor

9. What accounting system is used to maintain the entity’s financial activity? This is the system where
you obtained the information reported in the Annual Financial Report on Gateway. This does not
include software used by other departments for supplemental Annual Financial Reports.

Hand Posted

10. Do you anticipate that you will produce GAAP statements for your unit as a whole and require an
audit of these statements?

As a reminder, only regulatory statements are compiled from AFR galeway dala submissions. The unit is  Yes ONo
responsible for compilation of GAAP statsments. sither through its own smployees of contract, and must have
thsse statements available at the fime of audit

11. Does your unit provide other post-employment benefits (OPEB) to employees?
OPEB are benefits other than pensions that are provided to refired employses. These benefits principally ®Yes O No
invalve health care benefits. but may also include life insurance, disability, legal and other services

12. Did your unit make interfund transfers during the year?
An interfund transfer moves money from one fund to another fund. For sxample. maving General Fund money | ® Yes © No
to ths Rainy Day Fund

The following must be filed with the Annual Report per IC 5-11-1-27 (h).

| certify that my unit has adopted the minimum internal control standards as required per IC 5-11-1

7). * Yes No

If yes, | certify that all personnel defined by IC 5-11-1-27(c) received training concerning the internal

control standards adopted by my unit. Yes [ No

Proceed | | Cancel

13
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IDENTIFY ENTERPRISES (IF APPLICABLE)

- Identify Enterprises

County:  sboatest County
Unit Shoa City Unit
IMPORTANT: Click on 'Save All Work' 1o save changes befare leaving data entry pages. Also, avoid using double quotes. Year 2019

Identify Enterprises @

Identify and describe your utilifies and other enterprises that operate like a business.
Centers, Parking Garages, Airports, Intemet Senvices, efc.

Save All Work || Return to AFR Main Menu

. Examples of other types of enterprises include: Public Transportation, Convention

Make sure to press the ENTER key on the keyboard after entering a number to make sure it is saved!

Add Row
Delete | Name Enterprise Type Description
x Stom
=
x

Save All Work || Return to AFR Main Menu

SELECT DEPARTMENTS (IF APPLICABLE)

- - Departments

tr shoatest County
v Sboa Ciy Unit
o 2

Retum 1o AFR Main Menu

Departments @

14
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SCHEDULE OF OFFICIALS

= AFR Main Menu > Schedule of Officials County sboatest County
Unit Sboa City Unit
Vear. 2019

Schedule of Officials @

Please fill out the form below as completely as possible. You may leave an flem blank if it is not applicable. Check the Mark Complete
checkbax at the bottom of the screen when finished.

Save Al Work | | Return to AFR Main Menu

Legal Name of City: Sboa City Unit

[Primary Contact Person: Marsh Brady

(County City Resides In sboatest

(Office: Address: 123 Main Street

(Office Phone: 1234567891

Fax

Email Address test@amail.com

OFFICIALS: (Please complete the following with names, dates, & addresses of officials ) (Make sure to include the entire term

for elected officials. Others will be on an annual basis.)

(Controlier/Clerk Treasurer (Name):
(Current Term Begin Date:

(Current Term End Date:

[Beginning Date of Initial Term:
(Current Home Address

Email

IPlease list prior Cantroller. if person held pasition since prior audt. .

CORE REPORTING

Sections are included into the Core Reporting Status
AFR dependlng on the Financial Data by Fund Enter or change basic financial information for the year. This includes adding or deleting funds, entering 56 Fund(s)
answers to the Unit Questions. beginning cash and investment balancss, recaipts and disburssments for each fund
Capital Assets Using your Capital Assst records, complate the Schedule of Gapital Assets {land, building, machinery, stc ) 3,501
as of the end of the year. Show the total purchases of capital assets during the year (if any) in the in Assets

Additions column; Show sales or other dispesitions of capital assets during the year if any) in the

. Reductions column
Example; if you answered that

Grants Complete the Grant Schedule for grants you received or disbursed money from during the year. 1 Grant(s)
you have Debt, then the Debt Accounts i Accounts P, i 4 Record(s)
Section of the AFR will be Transfer Schedule Complete the Transfer Schedule with all transfers made between funds during the year. 1 Record(s}
. Debt Complete the Debt Schedule (bond issuss, notes and loans payable, elc) as of the end of the year. Show 2 Record(s)
included. If you answered the lotal additions and reductions in debt,
that you do not have Debt Leases Amount of lease payments due durring the following year. 1 Record(s}
then the Debt Section will not Financial Assistance to Non Enter financial assistance your unit has given to enlifies such as: Volunteer Fire Depts. YMCA. Senior 1 Record(s}

Governmental Entities Citizen Centers, elc.
appear on the AFR. OPEE about what other benefit (OPEE) plans the unit administers or parficipates in. 1 Record(s)

Pensions Information about what pension plans the unit administers or participates in Complete

Risk Assessment Annual questions to assist in determining risk Complete

Upload Public Official Per IC 5-4-1-5.1(g) upload a copy of bonds filed. 4 Uploaded

Surety Bonds

15
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t Unit FR Main Menu = Financial Data by Fund County sboatest County
Unit Sboa City Unit
IMPORTANT: Click on ‘Save All Wark' to save changes before leaving data entry pages. Also, avoid using double quotes fear. 2018

FINANCIAL DATA
Financial Data by Fund @ Save Al vior | Retun o AFR Main Hens BY FUND SECTION

Enter or change basic financial information for the year. This includes adding or delefing funds, enlering beginning cash and invesiment balances, receipts and
disbursements for each fund. Beginning Balance Investments and Beginning Balance Cash fields may be edited by clicking directly on the grid.

Make sure to press the ENTER key on the keyboard after entering a number to make sure it is saved!

+ Beginning Balance Investments —
carried forward from the prior

Governmental Activities (addatund o this grid) years ending Investment Balance
ettt o P e B e e = - Canbe manually adjusted on
this screen (if necessary)
C000000007 - POLICE BULDING & EQUIFMENT swaez s R
x - 502800 POLICE BUILDING & EQUIPMENT b b §38.57351 AddEdit Add/Edit s20.35212
0000000005 - GO BOND DEET CASH $500.00 $0.00 . i i L
X | snac DEET CASH Cr LxJ i AddEGH AddEGH e Begl_méll;lg Balﬁ;(f:e Caih :
0000000003 - GUM CAPITAL IMPROVEWENTS ammin| o carried forward from the prior
X[l | 1oaont Cumus tal improveme foco o] samamst AdvEat hugEqr W45 years ending Cash Balance
0000000310 - FIRE DEPT CUM CASH Szesazs $131405308 - Canbe manually adjusted on

K || 104025 Cumulative Fire £ e B AdEGH gy T this screen (if necessary)

» Receipts and Disbursements — to

Storm Water (add  fund to tris gri) add or edit information click the

Deiete | Edit | Logal Fund Name Beginning Balance | Ending Balance | Beginning Balance Reocipts| Disbursements | E79Bslance “Add/Edit” button in blue

000000005 - STORMWATER OPERATING $1.659.42337 $1.271.445 88 .

X |l 050 Entern S00000)  Hwmast)  $15mz6m AddEa Aoy SLOEZN + Ending Balance Investments and
Ending Balance Cash — amounts
are calculated using beginning
balance + receipts —
disbursements data

RDDING R FUND

Adding a Fund
The first 3 steps when adding a fund are the same regardiess of whether it s a standard fund or custom fund

1. Step 1: “Enter the local name used for this fund.” This name should match your accounting records,

2. Step 2: “Enter the local number used for this fund.” This number should match your accounting records. If your local unit does not number funds, create a number that wil
be unique to this fund. The report sort order is based upon the beginning digits of your local fund number. Depending upon how many digits are in your fund numbers you
may want to add any necessary leading zeros so that your funds are not listed in an unexpected order.

3. Step 3: “Check hereif this fund is associated with a federal grant.” This step is designed to help ensure grant information is entered, when necessary. For additional
information related to grants, see the Grants section of this User Guide and/or Freq sked Questions.

Adding a Standard Fund

To create a standard fund, begin on the Financial Data by Fund section. Click on the *Add a fund to this grid link Complete steps 1, 2 and 3 according to the instructions on the
screen. I step 4 enter a key word related to the fund you are attemptingto add. Select the most appropriate fund name that appears in the search resuls. If the search results do
not generate an appropriate standard fund name, or ff the results state "No Matches Found”, you may want to search using another key word. In a hypothetical example below,
suppose a local unit received COIT funds based upon special legislation. The local unit named this fund “COIT — ABC Program’. To determineif there is an appropriate standard
fund that has not been used yet, the best search criteria would be “COIT". Note below that the search results indicate there are three available standard funds that contain

*COIT". If*COIT - Special Legislation” adequately describes the local unit's fund, dlick on this standard fund name within the search results. This standard fund name will then
‘appear in bold and appear on the right hand side of the screen. To add this standard fund, click on the “Click here to add this fund” link

Add a Fund for Governmental Activities
ToAdda swndara Fund

o - ABC Progrem

(COIT - Speciol Legisiation nes been selected.
5.Click here 12 his fund

In some instances you may not be able to find a standard fund even though it is commenly used (e.g. payroll, bond and interest). This is because a standard fund can enly be
used once, but a local unit could have multiple funds with similar purposes. For example, a local unit could have muitiple Bend and Interest funds, one for each bond issue, so
each fund needs to be added separately as a custom fund (

16
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RDDING A CUSTOM FUND

Adding a Custom Fund

If you can't find a suitable standard fund, then you need to build a custom fund. To build a custom fund, click on the “Build a Custom Fund” link {shown above) on the initial Add a
Fund screen. At that point a similar screen appears, but questions will display to help dstermine if the custom fund should be added to the Govemmental Activities grid or an
Enterprise grid

Add a Fund to Governmental Activities
{Return to Standard Fund Entry)

1. Ertarthe local rame uned!for i fund

2. Eote b wbed o th s 54 it - . .

After answering any questions that appear on the screen, click on the “Proceed to next step” link. If you decide not to add the custom fund at this time, click on the “Retur to
Standard Fund Entry” link or click on one of the breadcrumbs and the eniry wil not be saved

CAPITAL ASSETS

Cap |ta| ASSEIS 0 Save And Recalculate || Return te AFR Main Menu

Using your Capital Assel records complete the Schedule of Capilal Assets (land, building, equipment, eic) as of the end of the year. If you have infrastructure, but don't
have valuations for it, submil the Annual Report with a temporary value of S 9.99 and estimate the value later. See this page for information on various methodologies for
estimating the value of infrastruciure. Once you have estimated the value, correc! the Annual Report and resubmit

Be innin B;-llances as Make sure to press the ENTER key on the keyboard after entering a number to make sure it is saved!

of 1/1/2019 is carried

forward from prior

ending balance Governmental Activities

All “Required” fields f:u:mmen(nr Enterprise Baginning Balance a5 of January 1.:::: Additions Reductions| Ending Balance as ofDeumberM.:ﬂDl:

must h " ’

enliztreg",gv%%t?f 0 Infrastructure s0.00 $0.00 $0.00 $0.00

Building s0.00 s0.00 $000!

Endin Bqlance as of Improvement $0.00 $0.00 $0.00 $0.00

12/31719 is calculated Machinery 50.00 $0.00 $0.00 $0.00
Al Construction $0.00 s0.00 s0.00 $0.00

Make sure to Save Books s0.00 $0.00 $0.00 $0.00

and Recalculate” once
data is entered
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County
Unit

IMPORTANT: Glick on ‘Save All Work'to save changes before leaving data entry pages. Also, avoid using double quotes Year

Grants @ Save All Work

shoatest County
Sboa City Unit
2019

Return to AFR Main Menu

Gomplete the Grant Schedule for grants you received or disbursed money from during the year

Make sure to press the ENTER key on the keyboard after entering a number to make sure it is saved! Add Row
oette | Local Proisct Federal Program i GFDA Number i e D

i (heen)
X Highuray Planring and |0 0o - burssment

GRANTS

+ Make sure to enter data in all
“Required” fields

« Make sure to scroll all the way
over to the right side, there are
more “Required” fields

RCCOUNTS PAYABLE/RECEIVABLE

fear > AFR Mai u = Accounts i County sboatest County
vt Soacymh
IMPORTANT: Click on "Save All Work' to save changes before leaving data enfry pages. Also. avoid using double quotes. Year 2013
Accounts Payable/Receivable @ Save Al Wrk | Retum to AFR N Wona

Please erter the fotal dollar amount of your Accounts Fayable and Accounts Recsivable for your Govemmental Funds and each enterprise.

Make sure to press the ENTER key on the keyboard after entering a number to make sure it is saved!

500

‘Save All Work || Return to AFR Main Men:

Accounts Payable.
Accounts payable consist of amounts for goods and senices that your unit received or used during the year, but hasnt paid for by the end of the year. Most units of
‘government vil probably have some aceounts payabie. For example for units on ine calendar year, ciaims submitted in December, but nat paid uniil January would be.
accounts payable. For schools, i would be claims submitted in June, but not paid uni July

Accounts Receivable
Accounts recelvable are amounls that are owed to your unit that haven't been received by the end of he year. . The best example of acounts receivable in a govermental
setting are utity fees that have besn billed to the customers and are stil Unpaid at the end of the year Adcitional accounts receivable could include grants or propery tax
distributions that are e, but haven' been received by year end. For schools, tne year end is June 30. For most oiher units tis December 31

Units of gavemmentthat have uiities or other services where the customer is sent a bill ather than paying at the time of service vill have accounts receivable. Other units
of government may o may not have accounts feceivable depending on their situation.

Make sure to complete accounts
payable and accounts receivable
information for all enterprises

1/14/2020
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TRANSIERS SCHEDULE

Select Unit and Year

enu > Transfer Schedule County:  sboatest County

» To add a row, click “Add Row” A ORI -
= To delete a row, click the red X
Transfer Schedule @ Save Al or || Relum fo AFR Main enu

= To select a fund, select from the
dropdown list

Complete the Transfer Schedule ith all ransfers made between funds during the year

Make sure to press the ENTER key on the keyboard after entering a number to make sure itis saved!

* Funds will only populate the
dropdown list if the Financial Data Transfer Schedule AR
by Fund section has been X o S A =
completed.

= Schedule should include all

transfers

= Onl t 1
note unusual or uncommon
transfers in the comment box

113 ik}
= Make sure to ‘“Save All Work

A Total: $500.00

Save All Work || Retur to AFR Main Menu @

De bt 0 Save All Work || Return to AFR Main Menu

Gemplete the Debt Schedule (bond issuss, lines of credit, #tc) as of the end of the year, DEB I

Make sure fo press the ENTER key on the keybeard after entering a number to make sure it is saved!

+ Make sure to enter data in all

Governmental Activities Add Row, Required” fields

Beginning Principal Bal: -
s e e ot an. 1 2018 LS « Make sure to scroll all the way
K General Obligation Bonds  Bond $1.000,000.00 s0.00 over to the Iight side, there are
K Molesondlooms Paable | Loon

more “Required” fields

- Beginning Principal Balance as of
1/1/2019 is prepopulated with

C ) the prior ending balance form

12/31/18

+ Ending Principal Balances
calculated using the beginning +
additions - reductions

€
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Leases @

Enter the annual lease payment for all lzases in force as of the end of the year. Please include all Capital and Operating Leases. Schools shouid also include Schoal
Building Corporation leases

Save All Work || Return to AFR Main Menu

LEASES

Select “Add Row” to add a new

Make sure fo press the ENTER key on the keyboard after entering a number to make sure it is saved!

lease
Governmental Activities Ao Row
e e R P + Make sure to complete all
x e cquipment s150000 ov0vz017 seavanr R LA
+  To delete a row, click the red X
+ Make sure to “Save All Work”
prior to continuing on
“Add a OPEB Plan” to add a new Complete plan information and
plan “Save”
OPEB @
OPEB @

Information about what other postemployment benefit (OPEB) plans the unit administers or participates in
Adid a OPEE Pian
OPED Plan ame Oetete

Test Pian

Retun To the Main Menu
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PENSIONS

Pensions @

= Select the pension plan that
is offered

Public Employees Retirement Fund 1925 Police Pension Fund

Teachers Retirement Fund 1937 Firefighter's Pension Fund

Police Pension Fund - First Class Cities | 1977 Police and Firefighter's Pension Fund

Please indicate if your unit offers any of these pension plans to your Employees. Check all that apply.

= Select if you offer other
pension plans
= If “No” mark “This form is
complete” and save this
form

2. Does your unit have any other pension plans where the employer makes contributions to the plan or funds any

part of the benefits?

Yes © No

= If “Yes” add the other plan
that is offered

3. When complete, mark the form as completed and click on 'Save This Form’

Marking the form as complete locks the form for editing. To edit the form again, uncheck This for is complete’, and click on ‘Save This Form’

¥l This form is complete

Save This Form || Return To the Main Menu

= To complete this section
you must click the “This
form is complete” box and
save the form

RISK ASSESSMENT

= Complete all risk
assessment questions

= Make sure to ‘“Click to
Save Form”

* To mark the form
complete you must click
the box next to “I have
completed all of these
questions, and I am ready
to submit this form”

FR Main Menu > Risk County shoatest County
Unit: Sboa City Unit
Year 2019

CITY OR TOWN RISK ASSESSMENT

Note: This information is for the State Board of Accounts internal use only and will not be made available on the Gateway Public site.

This questionnaire is part of your Annual Financial Report and must be completed in order for your report to be submitied. Please answer all questions. Certain questions
may require documentation to be uploaded or additional information to be entered. To see a list of the files that you may need to upload or far more information before you
begin, please ses the User Guide

Click the SAVE FORM bution at the fop or the botiem of the screen 1o save what you have entered. You vill see emor messages if any items are not completed. You may
Ieave the screen and finish it later. The data you have enfered so far viill be saved. When all items have been entered, there wiill be a checkbox at the bottom of the screen
that you must check to confirm that the form is completed

Click here to Save Form

1. How is the city or town's ledger maintained? This question is now covered in he iniial unit questions

2. Was the annual repert properly advertised in accordance with IC 5-3-1-37 ® ves U No
3. Are written minutes of the board meetings taken and approved? ®ves U No
Test Bank

4. List the name of the bankis) where you have checking accounts

5. Are bank account balances (including payroll and depariments) reconciled to the ledger balances on a

monthiy basis? Yes @ No
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SURETY BONDS

Surety Bonds Upload

Per IC 5-4-1-5.1(g) enter the information and upload a copy of the bond filed for fhe officials below.

= All required positions must
entered to complete this

Please choose a position from the dropdown box below. Then complete the other fields on the screen and upload 2 copy of the form

bond. Mzke sure al appiicable bonds are uploaded - Ifa green check mark is

Paosition Other v . .
Plesse iy il ] oo included in the “Status”
Type of Bend e - anrater column the requirement is

lerk/Treasurer

Amount of Bond! fulfllled
Term of Bond Start Date: End Dats: = If a red X is included in the
Upload file ( i, gif, tif, png) 13 9

(D_)HEESEE FJIT: pNn%le Ch::&ﬂ Stat}ls COIumn the

Upload requirement has not been

fulfilled

I;.‘;;::ll'\ded Type Name Amaount of Bond Entry Date . Term Ends X - You must check the "I have
rase x completed entries for all
e = positions, and I am ready to
submit this form.” to
I have completed entries for all pesitions, and | am ready to submit this form. o .
g complete this section

€

SURETY BONDS (CONTINUED)

= If a position does not
Surety Bonds Upload ' P .
Per IC 5-4-1-5.1(g) enter the informafion and upload a copy of the bond filed for the officials below. GX]'St and‘ ]'s n0t
bonded you will check
Status  Required Positions bo‘th boxes
Please choose a position from the dropdown box belovi. Then complete the other fields on the screen and upload a copy of the /  Controller
bond. Make sure all applicable bonds are uploaded J  ClerkiTreasurer i . .
[]
Postion TRy g o Save” the entry and it
Judge .
Check if this position does not exdst for this unit . There can be no “X's in this table will be added to the
Check if this position is not banded as required by IC 5-4-1-18(a) ’ in arder to submit, Use the
Save position dropdown at left to add a completed status
reference for each position.
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Annual Report Outputs @

Thase resons a7 svalable for yoU 13 view printof SowNIosd 3t yoUT SonVER=nce The Content Wi CASNgE NER YoU SrangE or 53

sysiem.

aaibona] Inormation nto the

Report Output Format; POF v

‘Select the output method for the reportthat you prefer. Choioes include Adobe POF or Microsoft Excel Format

coounss PayabieRecsiuable

Lists Acsourts Fayablaf for the g it and enterprises.

‘Capitsl Asset Siatement

Liss the Capital Assets (land, bulding, equipmens, et} 25 of the &nd of the yaar.

Cash Fund Siatement

Lists the Baginning Balance (Cash Only), Total Receipss, Total Disbursements, and the Ending Balance (Cash
Oy} by Fund.

Cash and Inuestment Fund Statemen Zero Balance
Eun

Lits funds that have recelpts, di
oty Thess funds must o2

ursements and an ending balance of zero. This ndicates funds wah no
t2d bsfore you zan submi

Lists funds that have 2 beginning Galance that does Not MEtch the previcus years ending talance,

ng Inves:

iance Cor

Lists funds that have 2 beginning Galance that does Not MEtch the previcus years ending talance,

Cash & Investmen: Combined Siatemen;

Listine Beginning Satznce (Tots! of Cash 2nd |nvestments), Total Receipts, Totsl Dsbursements, 2nd e
Ending Balanos (Totsl of Cash and Invesiments) by Fund. Note: The receipt and disbursemnt igures are
et of the investment transactons.

Custom Fungs

Lists the custom funds added by the-unit. These are the funds that aren'tknked to a Fund in the Standard
Fung kst

Debt Statement

Lists the units debts, by debt ciass.

Defict Fund Balance:

Lists the funds wih 2 negstve 2231 2nd muesimant Salance 22 of he 203 of e yeat

Detadeg Disbursements for Al Funds

Lists the dizburssments By fund and dissursemen; eaisaary.

Detaieg

s wih Deganments

Lists the dizburssments By fund and dissursemen; eaisaary.

Detaieg Receints

Lists the reseipis oy fund a7d recest saigery.

inancal Assstance 1o N

Lists the detailed financia assistance 1o non gevermmntal entits.

Gran Schedulz

Lists the geialled grant mfarmation.

Investment Fyng Statemsnt

Lists the Bsgmning Invesimen: Baiance, Towal Invesimen:s Furchased, Toial Investmenis
Investmant Balance by Fuss

nd the Ending

Lists the amount of leas payments in foroe 25 of end of year.

Informaticn costempl (OPEE) plans the stars or partiipates in

‘Schedule of Offcials

Printable cutput of your Schedule of Officals.

This report i based upon your Recsipt and Disbursemant aniriss within the Financial Data by Fund section
Lists the Transfers In 3nd Out by fund. I e Transfers do nat balsnce (Total Transfers In shouid equal Tots)
Transters Ou), ihis r2gart 420 b2 Used 10 SIaN your resRaNE.

This raport i based Upon the &niries wihin the “Transfer Schedule” ssction found on the Main Menu, which
sts sl transiers made befween funds during the year

unit Questions

[F the ann Answers to these
quastons getermine the informaon required o you to compiste your annusi report

Sension

Unitreported pension information here.

Risk Assessment Form

Risk Assessment Form

REPORT OUTPUTS

Report outputs are included for all
sections completed of the AFR

You can download these in pdf or
excel

You can print the completed “Full
Report”

This is also where you print the
report of advertising

Submission Errors.

bmit Report

R —

it pre e e

Submission Warnings
ere s s s

After reading and sgreeng o the cerification statement. click on the “Submit This Repert” button. The anlin certification includes thess twa fnes for non-scheol units: |
understand that if an audit is required due to the level of Fedesal funding expended by this entity, the data entered here will be used to generate a financial statement in
azeordance wiith the regulatory basis of accounting. | understand that this finzncial statement will be audited by the Stat= Board of Accounts unless | choose to provide financisl
ststements in sccordance with anoter scoeptabls basis of accounting

Submit Annual Report

fter submizsion. = confirmation screen appears 3= below. The attestation form is no longer required.

Submit Annual Report

The Annual Report has been submitted. Units are no longer required to complete and mail in an attestation
form.

Full Repart
ErE [ e s s A5 oo e gsamre
; opart e st
s [reon s st e v
Submit Annual Report SUBMI I I ING I HE

ANNUAL FINANCIAL
REPORT

You will click “Submit Annual Report”;
review submission errors or warnings
(if applicable)

“Proceed to Submit the Annual Report”
“Submit This Report”

You will receive an email from no-reply-
ibre@iupui.edu saying “The annual
report for (your unit) has been
submitted on (date/time) by
(username).”

Link to the User Guide -
https://gateway.ifionline.org/userguide
s/AFRguide#nav SubmitAnnualReport
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MONTHLY AND ANNUAL
ENGAGEMENT UPLOADS

Link to the User Guide:

SELECT MONTHLY

te rd of Accounts adline HND HNNUAL
—————— ENGAGEMENT

100R Jan 31 UPLOADS
APPLICATION

@: Annual Engagement Up Details +  You can select “Details” to see all the
- Monthly and Annual Engagement due

Annual Financial Report Details

dates
Conflict of =T = clre 2
Conflict of Interest Disclosure 15 days after T
final action - January monthly files - March 15th
on the +  February monthly files — April 15th
contract or . March monthly files - May 15th
pur chase . April monthly files - June 15th
May monthly files — July 15th
A o thly files— A t 15th
E-1 Entity Annual Report 60 days after e g
: tit N fi | July monthly files— September 15th
entity's nsca August monthly files- October 15th
year ends September monthly files- November
15th
ECA Risk 3.:p.-|-t Aug 25 . October monthly files—- December 15th

November monthly files— January 15th
December monthly files- February 15th
Annual files - March 1st for all other units

L)

24


https://gateway.ifionline.org/userguides/engagementguide

1/14/2020

.
Select Unit Select Year
E e — e re— “
9999 Sboa Charter School Unit gg:ggiR sboatest Submitter
cITY sboatest Submitter
9993 Sboa County Unit COUNTY sbeatest Submitter
couny :
0190 Sboa County Unit - County Clerk TREASURER sbeatest Submitier
COUNTY GpE e T S
0193 Sboa Gounty Unit - Ceunty Recorder RECORDER ‘sboatest Submitter
COUNTY
0194 Sboa County Unit - County_Sheriff SHERRIFF sboatest Submitter 201 9 This year s ready for documents to be uloaded
COUNTY
0192 Sboa County Unit - County Treasurer TREASURER sboatest Submitter
7738 Sboa Eca Unit ECA sboatest Submitter 201 8 This year is ready for documents to be uploaded
7738 Sboa Eca Unit 2 ECA sbeatest Submitter
7738 Sboa Eca Unit 3 ECA sboatest Submitter
7738 Sboa Eca Unit 4 ECA sboatest Submitter
7738 Sboa Eca Unit 5 ECA sboatest Editor
9994 Sboa Library Unit LIBRARY sboatest Submitter
9995 Sboa School Unit SCHOOL sbeatest Submitter
- N OTHER SPECIAL .
1001 Sboa Special District DISTRICT sbeatest Submitter
9997 Sboa Townshig Unit TOWNSHIP sbeatest Submitter
TURNAROUND .
9999 Sboa Tumaround School SCHOOL sboatest Submitter

To Upload a document

Select Upload Group Select File Type Provide File
January ¥ Bank Reconcilement ¥ Upload file (xIs, xlsx, doc, docx, jpg. pdf,
gif, tif, png)
Choose File | Mo file chosen
Submit

- SELECT UPLOAD GROYUP — MONTH OR ANNUAL

- SELECT FILE TYPE — TYPE OF FILE YOU ARE UPLOADING

- CHOOSE FILE — FIND FILE T0U WANT T0 UPLOAD ON YGUR COMPUTER
- SUBMIT — SUBMIT FILE YOU WiSH T0 UPLOAD
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MONTHLY UPLOADS

Direct Link to Monthly Uploads in the User Guide -
https://gateway.ifionline.org/userguides/engagementguide#nav_MonthlyUploads

4. Monthly Uploads

Each maonth cities, towns, townships, libraries, special districts and school corporations are required to upload the following

» Bank Reconcilement - A bank reconcilement is a document that shows hew you balanced the bank statement balance to your ledger balance by showing the amount of
outstanding checks, deposits in transit and any reconciling items. You should upload a bank reconcilement for each bank account. You can upload one document or
multiple documents. Bank stataments, images of checks or other information are NOT required to be uploaded, but may be upleaded if it is easier for you to do so.
Board Minutes - Approved board minutes are required for any board or commission if their financial activity is included in the financial statements. If the minutes are
onlineg, you can provide the link instead of uploading the minutes. If the board does not meet each month, only upload the minutes for the months that they do mest
Upload the minutes to the month that the meeting took place, not the month they were approved

Funds Ledger - A report that shows the beginning balance, total receipts, total disbursements and ending balance of each fund as of the end of the month. If you have a
computer system and are not sure what report has this information, check with your software vendor for assistance. An Excel File is preferred if you have computerized
records, but is not required. If you have manual records, you can upload a scan or phote of your manual records that include this data. \We have provided a Manual
Records Template here and on our web page that allows you to input the information into an Excel spreadsheet that you can upload to fulfill this requirement if you
prefer.

.

ANNUAL UPLORDS

Direct Link to Annual Uploads in the User Guide -
https://gateway.ifionline.org/userguides/engagementguide#nav_AnnualUploads

5. Annual Uploads

Each year cities, towns, townships, libraries, special districts, school corporations and school extra curricular accounts are required to upload the following

Year End Bank Statement - This is the December bank statement for units that report on a calendar year. A bank statement must be uploaded for each bank account
You can upload one or multiple documents. Images of checks or other information are NOT required to be uploaded, but may be uploaded if it is easier for you to do so.
The December bank reconcilement is uploaded as part of the monthly uploads so it is not part of the Annual Uploads.

Year End Outstanding Check List - Alist of the checks that you have written and are deducted in your recerds, but have not cleared the bank as of the end of the year.
This is the same as the outstanding checks on the December monthly bank reconcilement for units that report on a calendar year. This list should show the date of the
check, the check number and the amount.

Year End Investment Statements - A statement or documentation that shows the balance of the investment (such as a certificate of deposit) at the end of the year. If you
do not receive a statemant at the end of the year. you may upload decuments that show when the investment or certificate of deposit was purchased and the value at
the time it was purchased

Detail of Receipt Activity - include receipt numbers. This is not required if you have hand posted records.

Detail of Disbursement Activity - include check numbers and vendor/payee names. This is not required if you have hand posted records.

Current Year Salary Ordinance - This is the salary ordinance for the year you are uploading. For example, if you are uploading the 2018 annual uploads, the salary
ordinance should be for 2018. This is Form 17 for townships. See the Township Manual page 3-4. School extra curricular accounts are not required to upload this
report.

« Annual Vendor History Report - This report shows the total amount disbursed to each vendoripayee for the year. This is not required if you have hand posted
records. Townships and school extra curricular accounts are not required to upload this report.
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UPLOADED FILES

Red X if files are not uploaded

Green check mark if files have been
uploaded

File Name

Date Uploaded

Who uploaded the document

You can download the document or
view it from the screen

You can also delete the file by
hitting the circle with a red x, if you
have uploaded the incorrect file

Status

HXEX

2019 Required Uploads

January

Bank Reconcilement
Board minutes
Funds ledger

Bank Reconcilement
Example Document

Board minutes

No board meeting was held.
Funds ledger

Example Document

Example Document

Upload Uploaded
Date By

SUZDIBZITAS ok @sas ngor
PM
12112018 221:57

o sgordon@sboa.in.gov

1

8172018 2:3
X bspuricck@sbos.in.gov

P
212018 2.02:24

e bspuriock@sboa.in.gow

Download Delete

& o

o
& o
& 0

CONFLICT OF INTEREST
DISCLOSURE
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SELECT CONFLICT OF INTEREST
DISCLOSURE

100R Jan 31
Annual Financial Report Details
Monthly and Annual Engagement Uploads Details

Conflict of Inter 15 days after
final action
on the
contract or

purchasze

E-1 Entity Annual Report 60 days after
entity's fiscal
year ends

ECA Risk Report Aug 29

CONFLICT OF INTEREST DISCLOSURE

Anyone with a username and
password can upload a Conflict
of Interest Disclosure

Conflict of Interest Disclosure Statement Upload Tool

The legal requirement for fiing disclosures of conflict of interest can be found in the Indiana Cade in Title 35 Section 44.1-1-4 (IC 35-44 1-1-4) available at
hitp:/figa.in govilegislative/lavs/2014/ichitles/035/articles/44 1/ If you have any questions regarding this law or disclosure, you should contact your attomey for legal advice

Uniform Conflict of Interest
R Persons required to file this disclosure with the State Board of Accounts (SBOA] can use the form available at hitps:/forms in.gov/Download aspx?id=8264. Once you have filed out the
Disclosure Statement - form, scan it as a pdf and upload using the tool below. If the Conflict of Interest is on multiple pages, all pages must be in one file, in order and in the correct orientation so that it is

file:///C:/Users/sdungan/Down readable.
loads/54266%20fill-in.pdf

NOTE: All confiict of interest disclosure forms are reviewed intemnally to verify they are in an acceptable file format before being published to Gateway. Please allow one business
day for them to appear on the Conflict of Interast Disclosure Uploads Report. Neither IBRC nor SBOA review the documents for content. It is: the responsibility of the user to

Complete the Upload verify that the document that was submitted is correct and complete.
Disclosure Form
+  Name of person filing the i
diaclosuie Upload Disclosure Form

. . Narme of person required to file this disclosure:
- Email address of person filing y .
. Email address of person required to file this disclosure:
the disclosure

Government Entity Name
- Government Entity

Select county M = || select urit -
County
Unit Type Upload PDF:
Browss
Unit Name

- Upload PDF
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