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• Gateway@sboa.in.gov

• Submitter – Trustee

• Editor – Complete Delegation Form
• http://www.in.gov/sboa/files/DelegationForm.pdf
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http://www.in.gov/sboa/files/DelegationForm.pdf
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GATEWAY
https://gateway.ifionline.org/
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USER GUIDES

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

• Monthly Uploads - September 2018 for              the 
month of July 2018

• Purpose

• To allow us to do as much audit work remotely as possible

• Working remotely should create efficiencies

• Hopefully, result in an audit cost reduction

• It is our intent to use the monthly information to more effectively plan our 
engagements
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STATE EXAMINE DIRECTIVE 2018-01
(AMENDED NOVEMBER 2020)

• https://www.in.gov/sboa/files/Directive-2018-1-Monthly-and-
Annual-Engagement-Uploads-Amended-11_9_2020.pdf

• Effective starting with December 2020 monthly files

• Monthly uploads due by the 15th of the second month following the 
month they are for
• Example – December 2020 monthly uploads are due by February 15, 2021

https://www.in.gov/sboa/files/Directive-2018-1-Monthly-and-Annual-Engagement-Uploads-Amended-11_9_2020.pdf
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MONTHLY UPLOAD REQUIREMENTS

• Bank Reconcilement

• A document that shows how the balance on the bank statement 
balances to the ledger balance

• Should include the bank balance, plus deposits in transit, minus 
outstanding checks, =/- other reconciling items and equal your 
ledger balance

• A bank reconcilement should be uploaded for each bank account
• The bank reconcilements may be uploaded in one document or multiple 

documents
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MONTHLY UPLOAD REQUIREMENTS

• Bank Statements

•Bank statement is the document you receive from 
the bank each month showing the beginning 
balance, each deposit, each check cleared, other 
activity and ending balance

•Bank statements for each bank account are 
required to be uploaded 
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MONTHLY UPLOAD REQUIREMENTS

• Outstanding Check Lists

•Outstanding check list is a list of checks that have 
been written but have not yet cleared the bank 
account

•The total amount of the outstanding check list 
should agree with the amount used on the bank 
reconcilement
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MONTHLY UPLOAD REQUIREMENTS

• Approved Board Minutes

• If the minutes are online, provide the link instead of 
uploading the minutes

• If the board does not meet each month, select “No Meeting” 
for that month

• Upload the board minutes for the month that the meeting 
took place and not in the month that the minutes were 
approved
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MONTHLY UPLOAD REQUIREMENTS

• Funds Ledger

•A report the shows the beginning balance, total 
receipt, total disbursements and ending balance o 
each fund as of the end of the month.

• If township has a computerized system check with 
your software vendor for which report has this 
information
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MONTHLY UPLOAD REQUIREMENTS

• Funds Ledger

• If township records are maintained manually, 
we have provided a template

• https://www.in.gov/sboa/political-subdivisions/townships/

• Manual Records Template

https://www.in.gov/sboa/files/Manual-Record-Template-Funds-Ledger-.xlsx
https://www.in.gov/sboa/files/Manual-Record-Template-Funds-Ledger-.xlsx
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MONTHLY UPLOAD REQUIREMENTS

Month: 
Year: 

Month's  Month's 
Beginning Month's Month's Ending 

Fund Name Balance Receipts Disbursements Balance 

$                        - $                        - $                        - $                        -
- - - -
- - - -
- - - -
- - - -
- - - -
- - - -
- - - -
- - - -
- - - -
- - - -
- - - -

Totals $                        - $                        - $                        - $                        -
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MONTHLY UPLOAD REQUIREMENTS

• Due Dates 

• 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 files – December 15th

• November monthly files – January 15th

• December monthly files – February 15th
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HOW TO UPLOAD DOCUMENTS

•To upload the document must be one 
of the following file types:

• Xls, xlsx, doc, docx, jpg, pdf, gif, tif, or png
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HOW TO UPLOAD DOCUMENTS

• Select the month of the documents you are uploading 
form the “Select Upload Group” dropdown box

• Select the type of file you are uploading in the “Select 
File Type” drop down box

• Click the “Choose File” button and navigate to the 
folder on our computer that contains the file you want 
to upload

• Click on the file name so that the file name appears in 
the “File name” box.  Click the “Open” button 

• The file name will then appear next to the “Choose 
File” button.  Click the “Submit This Upload” button
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ANNUAL UPLOAD REQUIREMENTS

• 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 statement at the end of the year, you may upload 
documents that show when the investment or certificate of deposit was 
purchased and the value at the time it was purchased

• If township does not have investments at the end of the year, upload a word 
or excel document stating the township did not have investments as of 
December  31, XXXX



State Board of Accounts 2021

ANNUAL UPLOAD REQUIREMENTS

• Detail of Receipt Activity

• A transaction level listing of receipts including receipt 
numbers, date received, amount of receipt, fund 
posted to, and who it was received from

• If possible, upload as an excel file

• This requirement is not required if the township has hand posted 
records
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ANNUAL UPLOAD REQUIREMENTS

• Detail of Disbursement Activity

• A transaction level listing of disbursements including 
check numbers, date disbursed, amount of 
disbursement, fund posted to and vendor/payee 
names

• If possible, upload an excel file

• This requirement is not required if the township has hand posted 
records
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ANNUAL UPLOAD REQUIREMENTS

• Current Year Salary Ordinance and     
Amendments

• This is the salary ordinance (Form 17) and any 
amendments to the salary ordinance

• The salary ordinance to be uploaded is for the year you are 
uploading

• Example – if you are uploading the 2021 annual uploads, the salary 
ordinance should be for 2021
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ANNUAL UPLOAD REQUIREMENTS

• Annual Vendor History Report

• This is not required for townships as this 
information is required under 
“Disbursements By Vendor” in the Annual 
Financial Report Application in Gateway 
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ANNUAL UPLOAD REQUIREMENTS

• Annual Funds Ledger

•A report the shows the beginning balance, total 
receipt, total disbursements and ending balance 
of each fund as of the end of the year.

• If township has a computerized system check with 
your software vendor for which report has this 
information
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ANNUAL UPLOAD REQUIREMENTS

•Annual Funds Ledger

• If township records are maintained manually, 
we have provided a template

• https://www.in.gov/sboa/political-subdivisions/townships/

• Manual Records Template

https://www.in.gov/sboa/files/Manual-Record-Template-Funds-Ledger-.xlsx
https://www.in.gov/sboa/files/Manual-Record-Template-Funds-Ledger-.xlsx
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ANNUAL UPLOAD REQUIREMENTS

• Annual Payroll History Report

• The report should include at a minimum the 
date, employee name, gross wages, and check 
number for all payroll checks issued for the year

• An excel file is preferred
• Do NOT include social security numbers
• This is not required if you have hand posted records
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ANNUAL UPLOAD REQUIREMENTS

• Due Dates

• FAILURE TO UPLOAD THE DOCUMENTS WHEN THEY ARE DUE OR IN A 
TIMELY MANNER MAY CAUSE DELAYS IN COMPLETING YOUR AUDIT 
ENGAGEMENT

• The annual documents must be uploaded by March 1st

• If township maintains hand posted records, the detail of receipts activity, 
detail of disbursement activity are not required to be uploaded

• Click the circle next to Hand Posted Records to indicate that you do not have a file to upload
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ANNUAL UPLOAD REQUIREMENTS
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DIRECT REQUEST UPLOADS

•Any documents that you must upload            
in addition to the Monthly and Annual 
Uploads are called Direct Request Uploads

• You will receive and email requesting the  document 
to upload

• Direct Request e-mail will include the subject line 
“State Board of Accounts Engagement Upload 
Request”
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DIRECT REQUEST UPLOADS

• Procedures 
• Log into Gateway
• Select Monthly and Annual Engagement Uploads
• Select your unit name
• Select the year
• Select “Direct Request” from the Upload Group dropdown 

box
• Select the file requested in the File Type dropdown box
• Click the Browse button to find the file on your computer to 

upload
• Click the “Submit this Upload” button to upload the file 
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CONFLICT OF INTEREST DISCLOSURE

• IC 35-44.1-1-4
(b) A public servant who knowingly or intentionally:

(1) has a pecuniary interest in; or
(2) derives a profit from;

a contract or purchase connected with an action by the 
governmental entity

• If in doubt?
• FILE!!! Disclosure is required with 15 days after final action on the contract 

or purchase
• Consult Township Attorney
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QUESTIONS?

QUESTIONS?
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