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Reference Materials

“I don’t need to know everything. |
just need to know where to find it
when I need it.”

Albert Einstein
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Indiana State Board of Accounts

Online St

SBOA

About Us -
Political Subdivisions v
Private Examiner Audits .

Search Audit Political
Reports

SBOA Website

in.gov/sboa

Career
Pt el Citizens Contact Us Opportunities —

Find an Agency Eric J. Holcomb

Audit Reports

Search Reports

Indiana State Board

Career Opportunities

Learn More

News Room

View Articles

SBOA YouTube — Videos for Newly Elected Officials

Newly Elected Officials Training

1. Ouerview and Introduction to SBOA

* Handout

2. Getting Started in the Office
* Handout

3. Public Official Bonds
e Handout
Department of Insurance (DOI) Official Bond Schedule
DOl Individual Public Official Bond
DOl Public Official Name Schedule Bond
Indiana Code (IC) 5-4-1
Updated Bond Bulletin

4. Bank Reconcilements
¢ Handout

5. Dbtaining Gateway Access
¢ Handout

6. Monthly Uploads in Gateway
* Handout

Indiana State Board

. Annual Uploads in Gateway
* Handout
» Gateway User Guide

o

Uniform Compliance Guidelines
. Getting Started with Internal Controls
* Handout

o

* Internal Control Certification
s 1C5-11-1-27
* Uniform Internal Control Standards Manual

=3

. City and Town Internal Controls
= Handout

11. Importance of Local Policies Part 1
12. Importance of Local Policies Part 2
* Handout

I}

3. What to Expect from an Audit
* Handout

2020
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SBOA YouTube — Other Videos
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* *

Ss7. 9
Presentations and Training Materials ~ = SBOA Forms prior to Audit
1 State Board of Accounts

18:23

Highway Annual Operational Report Updates

SBOA Youtube Channel

« Form i for SR0A to gain wnderstanding of
emirament

entiy aedits
« Wil be sent to yea peor te start of aedit
- Tryto answer each completely
nu-n_' - - 2 State Board of Accounts

N 1:12:04 §

. . s E-1 Reporting
SBOA Tl’alnlng V|deos 3 State Board of Accounts

6 videos * 495 views - Last updated on Nov 21,2019

Internal Controls Webinar

State Board of Accounts

§ Capital Asset Training

State Board of Accounts

Indiana State Board of Accounts 2020
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SBOA — Cities and Towns Manual TE ' zi
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Accounting & Uniform Chapter 1 — Form Approval, General Information, Local
comp liance Guidelines Manual for Policies, Deposits and Investments

Cities and Towns Chapter 2 - Definitions, Accounting Principles, Fund
Accounting, Appropriation Requirements, Transfers of
A ui C iati i 1
T ony oL Appropriations, Special Circumstances such as refunds,
CiTiES AND TOWNS insurance recoveries, reimbursement grants, etc.

Chapter 3 — The Accounting Plan, including the Chart of
Accounts

Chapter 4 — Fund Sources and Uses

Chapter 5 - City and Town Court Funds

STATE BOARD OF ACCOUNTS.

STATE OF InoianA Chapter 6 — Forms

Chapter 7 — Calendar of Monthly Duties (& other info)

Indiana State Board of Accounts 2020
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SBOA — Other Manuals
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Accounting & Uniform Cities & Towns Bulletin Accounting & Uniform
Compliance Guidelines Manual for 4 uniform compliance Guidelines Compliance Guidelines for
Cities and Towns City and Town Courts
CITIES AND TOWNS BULLETIN
ACCOUNTING AND UNIFORM COMPLIANCE 153085 BY STATE BOARD OF AGCOUNTS
GUIDELINES MANUAL FOR ‘Saptember 201
CITIES AND TOWNS

ACCOUNTING AND UNIFORM COMPLIANCE

GUIDELINES MANUAL FOR CITY AND TOWN COURTS

STATE BOARD OF ACCOUNTS.

STATE OF INDIANA

Internal Controls — IC 5-11-1-27

—
I
e —
=

UNIFORM INTERNAL CONTROL ST ANDARDS

SECTION ONE
Minimum Level of Internal Control Standards
. Five Components

Seventeen Principles

SECTION TWO
Approved Training Materials

Video Presentation
Examples

Case Studies

Paul D. Joyce: CPA
ll State Examiner

September 2018

Www.uspsoig.gov/document/internal-controls-over-stamp-stock-shipments
Indiana State Board of Accounts 2020
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Internal Control Training
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&7, 19

* www.in.gov/shoa
* Navigate to ‘cities’ or ‘towns’

e Scroll down to Internal Control Standards ~
*Then Training

- . + Emphasizes importance of quality information
L] Flnd thls |::> -Volume and sources
- Complexity of processes

- Technology advance
- Greater interaction with 3™ party vendors

& 2

9P

Indiana State Board of Accounts 2020
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State Examiner Directives

SYATE

* *
&7, 190

* Eight State Examiner Directives apply to Cities and Towns
* Examples:

* Accounting for MVH Fund

* Monthly and Annual Engagement Uploads

* Moving Traffic Violations

* Materiality Threshold for reporting irregular variances,
losses, shortages, and thefts

* GAAP Annual Financial Reports
* Located on the Cities or Towns page: www.in.gov/sboa

Indiana State Board of Accounts 2020



3/4/2020

D
R0,
SN
&, &
2 Z
7 g

Key Contacts

Indiana State Board of Accounts 2020

/
Contacts — Indiana Auditor of State Dt Q?g
www.in.gov/auditor 317-232-3300 % . &

PINgov

opping by. 1 am focused on accuracy, transparency, and efficiency in the office, and we strive for excelient

indiana and is responsible for accounting and reporting ail of the State's eeing and disbursing funds

INDIANA TRANSPARENCY
ABOUT THE AUDITOR PORTAL o LR STATE BOARD OF FINANCE

[
learr View mer

int
accountability t ent

m :i o

Indiana State Board of
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Contacts — Department of Local Government Finance
www.in.gov/dlIgf

PINgov

Property Taxes Due November 12, 2019 g G Search Online Budget Notices
Learn More - 4 Learn More
S A

Fila for Proparty Tax Deductions by December 31, 2019 pay 2020 Budget Cortification Status Map

20
Click here to read more
Learn More

Citizen's Guide to Property Taxes Assesso Indiana Gateway County Specif

Indiana State Board of Accounts 2020

Contacts — Department of Local Government Finance
www.in.gov/dlgf

udget Field Reps
Miranda B
Sir e
ooy gt gov

Tina Market
PTATI.

www.in.gov/dlgf/files/Budget_Field_Reps.pdf HEL

a0

Indiana State Board of Accounts 2020
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Contacts — Public Access Counselor
www.in.gov/pac 800-228-6013

Mission Statement

The Public Access Counselor provides advice and assistance concerning Indiana’s public access Laws to members of the public and government officals and their employee:

Resources

Contacts — Indiana Archives & Records Administration
www.in.gov/iara 317-233-1713

Research Indiana Catalog

Current contact: ik The Research Indiana Catalog simplif

Leam More

Beverly Stiers

Services For Government - " Ind-anab-glulki(hw(—: l ‘ Closed Vocational Institution Records
317-232-3661 r._ i o | e

bstiers@iara.in.gov o —

Indiana Electronic Records Program g . From the Vault Blog
earn More & Learn More

Welcome to the Indiana Archives and Records Administration

The

Indiana State Board of Accounts 2020
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Contacts — Indiana Department of Labor
www.in.gov/dol

Wage & Hour Division
317-232-2655

Workplace Injuries & llinesses Hit Historic Low for Indiana

Or - The 2018 SOIl Report and Analyss s now availabie!

U.S. Department of Labor
www.dol.gov

Not getting paid for hours worked?

SRR oo el fiing your workplace safety plan?

Fila 2 wage claim now! Schedule 2 free and confidential consultation!

Indy office
317-226-6801

Contacts — Indiana Department of Revenue
www.in.gov/dor

Contact Phone Numbers b;/ Tax Type
Sales tax:
317-232-4015

F— oin
Aircraft Ucense Excise Tax Special Tax & Support Administration 276152544
www.in.gov/dor/3473.htm Aol seege o a0
Auto Rental Excise Tax (MVR) Customer Service-Customer Contact 3172334015
Cigarette-Tobacco Bond. Licensing. ‘Special Tax & Support Administration 31746152710

Cigaratta Unstamped Complaints ‘Special Tax & Support Administration 3176152710

Indiana State Board of Accounts 2020
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Key Contacts - SBOA o 2
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Todd Caldwell / Susan Gordon
Directors of Audit Services
cities.towns@sboa.in.gov 317-232-2513
G’ t INDIANA
;l a eway Indiana State Board of Accounts
. 302 W. Washington St.,, Rm E418
gateway@ sboa.ln.gov Indianapolis, IN 46204
Indiana State Board of Accounts 2020
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Official Duties
of the
City Clerk,
Clerk Treasurer, and Controller

Indiana State Board of Accounts 2020
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City Clerk & City/Town Fiscal Officer Duties

FJ‘.NEIO')O

* *
&7, 19

IC 36-4-10-4
City Clerk: 2d class Cities
IC 36-4-10-4.5
Clerk-Treasurers: 3" class Cities
IC 36-4-10-5
Controllers: 29 class Cities
IC 36-5-6-6

Clerk-Treasurers: Towns

Indiana State Board of Accounts 2020
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City/Town Fiscal Officer Duties
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* *
&7, 190

As a city clerk in a 2" class city, duties include:

v Serve as clerk of the legislative body

v'"Maintain all records required by law

v'Keep the city seal

v Administer oaths when necessary, without charging a fee

v Take depositions, without charging a fee

v Take acknowledgements of instruments without charging a fee
v Serve as clerk of city court (if judge doesn’t & doesn’t appoint one)

Indiana State Board of Accounts 2020

11
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City/Town Fiscal Officer Duties
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As a city or town fiscal officer, duties include:

v Receive and care for all city/town money

v'Keep accounts showing receipts and disbursements

v'Prescribe payroll and account forms for all offices

v Prescribe the manner in which creditors, officers, and employees are
paid

v Prepare budget estimates

Indiana State Board of Accounts 2020
%OD.BD 0;;1%

City/Town Fiscal Officer Duties ] Z
7 &

* *
&7, 190

Fiscal officer duties continued:

vIssue licenses and collect fees fixed by statute or ordinance
v Serve as clerk of the legislative body (council) by attending meetings
& recording its proceedings
v Serve as clerk of city/town court if
o Judge does not serve or
o A court clerk is not appointed by the judge
v'Perform all other duties prescribed by statute

Indiana State Board of Accounts 2020

12
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What to Expect

for an Audit

and How to Prepare

January 1, 2018 to December 31, 2018

noncompliance with laws.

%0?’ b "40
Todd Caldwell NS
Susan Gordon ‘%. 1. %?,,
Directors of Audit Services * : * | " * *
Indiana State Board of Accounts QST_ 1g$
S,
A 2
SBOA — An Overview SV -
w0, &
* &5y I 1:3‘9*
STATE I.!O,r\R‘l) QF ACC 'pl'N'l‘S
bl What is the State Board of Accounts?
INDIANAPOLIS, INDIANA 46204-2769
ettt « Audits the records & accounts of all
o state and local governmental units

« Prepares reports indicating the financial
condition of these units & noting any

« Prescribed uniform system of
accounting

13
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SBOA — Mission Statement

STATE
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“We are dedicated to providing the

citizens of the State of Indiana with

complete confidence in the integrity

and financial accountability of state
and local government.”

Indiana State Board of Accounts 2020
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SBOA Organization
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Indiana State Board of Accounts 2020
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Goals of the Engagement
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* Financial Statement Opinion
* Unmodified, or “clean” opinion, lets readers know the information is materially correct

* Modified opinion lets readers know there are issues that need to be taken into consideration
when it comes to the information presented

* Audit Findings - Inform the reader of Noncompliance

* Federal: Section Il (Financial Statement Compliance); Section IIl (Major Program Compliance)
* State: Audit Results and Comments (substantial and impactful to the unit/public)

* Management Letter

* Noncompliance with State Statute or Uniform Compliance Guidelines (significant, but less
than substantial and impactful to the unit/public)

%OD.BD 0;;1%
a5 =]
Initial Contact Z Z
*GSI‘I‘B@*
* Initial contact from Field Examiner
* Forms to complete
* Form 7 — Understanding the Design and Implementation of Internal
Controls
Form 9 — Understanding the Entity and Its Environment
Form 45 — Understanding of Controls of Significant Audit Areas
Form 13 — Management Oversight of Non Audit Services
. SBOA Forms prior to Audit
1 State Board of Accounts
18:23
Indiana State Board of Accounts 2020
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SBOA — Work Location TE E
*é‘sr_ﬂ@*
On-site Off-site
> conducted at city/town »conducted at another location
offices > "Box audit”
Centralized Remote
> Audits conducted at a centralized location
> Records electronically transmitted to SBOA through Gateway
,%°§BDO};1%
Entrance Conference § . zi
AN
Who is invited?
Those charged with governance — Council President
Management — Fiscal Officer: Clerk-Treasurer or Controller

16
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Entrance Conference
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What is discussed?

* Introduction to the Field Examiners working on the audit
* General overview of:

v’ Audit Objectives

v' Management Responsibilities

v Audit Procedures (general, internal control,
compliance)

v’ Informing Management of general records that will be
requested

v’ Start date & expected issuance date
* Established Method for Continued Communication
* Answers to any Questions Asked

Indiana State Board of Accounts 2020
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Records Needed

SYATE
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SLLNDGDO

* Financial Ledger

* Bank Statements and Reconcilements

* Claims / Receipts / Supporting Documentation

* Minutes of Meetings (include to current date)

* Ordinances / Resolutions

* Contracts

* Policies and Procedures — including Internal Controls

* Financial Reports — filed with State and/or Federal Government

* Grant Documents
* Federal
* Grant Applications and Agreements are key

e Other

Indiana State Board of Accounts 2020
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Single Audit of Federal Programs

TR,

.-;
~"“J.N.f10'~{)

*

A
&7, 19

* Schedule of Expenditures of Federal Awards
(SEFA)

* Generated from Gateway Grant Schedule

* Expenditures Greater than $750,000

* Selection of Major Programs

* Audit of Major Programs

Indiana State Board of Accounts 2020
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Field Work

g

* *
&7, 190

*Importance of Internal Control Procedures
*Financial Statements
*Notes to the Financial Statements

*Compliance

Indiana State Board of Accounts 2020

18
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Concluding Field Work

«
STATE OF INDIANA &5T 190
AW EGTAT GFFORTUNITY ESIFLOVER ST RO TS .

Telephene: (317
Fax: (117) 224711
Web Sie: www.n govbon

INDEPENDENT AUDITOR'S REPORT
TO: THE OFFICIALS OF THE CITY OF NEW HAVEN. ALLEN COUNTY, INDIANA

Report on the Financial Statement

We have sudited the accompanying financial ststement of the City of New Haven (Cay), which
‘comprises the financial postion and results of operations for the year ended December 31, 2016, and the.
related notes 1o the financial statement as listed in the Table of Contents.

Determine Opinions s i P O

state statute (Indiana Code 5-11-1-6). Management is responsible for and has determined that the

regulatory basis of accounting, as established by the Indiana State Board of Accounts, is an acceplabie

basis of presentation. Management is also fesponsible for the design, implementation, and maintenance
ation and fa pe a

material misstatement, whether due to raud o ertor

Auditor's Responsibility
Our responsivilty is 10 express an opinion on this financial statement based on our sudil We

conducted our 8udt In accordance with audiing standards generally accepted in the United States of
America and the standards applicable 1o financial audts contained in Govemment Auditing Standards,
of the

An audit involves performing procedures 1o oblain audit evidence about the amounts and dis-
closures in the The procedures the auditor's judgment, including
the assessment of the risks of materisl misstatement of the financial statement. whether dus 10 fraud or
ermor. In making those risk assessments, the audor considers infemal control relevant 10 the City's prep-
aration and fair presentation of the financial statement in order 1o design audi procedures thal are

‘appeopriate but not for pose of
the City's intemal control. Accordingly. we Express no such opinion. An sudit also includes evaluating the
‘appeopriateness of accounting policies used and the reasonableness of significant accounting estimates
made by a5 well as evaluating he

2020

Concluding Field Work

EASTBROOK COMMUNTY SCHOOL CORPORATION &8, 198
FEDERAL FINDING

ANOWG 2016001

Subject Preguraton o e Schedue of Expendiures

At Frdng Matea Veskness it/
Papes Frging

Ths trarg
gty P 909 Yom P et pr rpor. The prior audt fnding number was

Compile Comments T et

Indiana State Board of Accounts

19
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Other Reports

Concluding Field Work - Report Contents

* Cover Page

* Schedule of Officials

* Independent Auditor’s Report

* Financial Statement & Accompanying Notes
* Other Information - Unaudited

Indiana State Board of Accounts 2020

Compile Management
Letter

Concluding Field Work

STATE OF INDIANA

MANAGEMENT LETTER COMMUNICATING NONCOMPLIANCE

TO: THE OFFICIALS OF THE TOWN OF CALDWELL, GORDOM COUNTY, INDIANA

T Inaiana State BOard of ACCOUNES 1S Proviang M IENel 10 COMMUNICANE Cetain Mallsrs noted
during our exam related to nancompliance with applcable laws Endior uniform compliance guidslines
estabished by e Indiana Stale Baard of Accounts. Our exam covered the period January 01, 2015 fo
December 31, 2016

The matlers noled below describe identibad instances of noncompliance found durng our exam
0t oL, in our Opinion, warTant comment i your oSl feportat tis e, bul are being comMUNICaIe0
for your informaion. Please be advised that we will review the status of these items uring our next
engagement Confinyed noncomliance couid resull in the maers noled being reportable in your next
report

ANNUAL FINANCIAL REPORT

The Annual Financial Reportfor the town was submitted on March 9, 2017, which was sight days
past the dus date

Indiana Coce 5-11-1-4(a) states:

“The slale examiner shall require from every municipalty and every siofe or locol
govemmental unit entity, or insirumentaify financial reports covering the 1ull period of each
Bscal year, These Tparts Shall De pEpAred. verted, and Med With Me Stale Examiner not
Iater than siity (60) days afer the close of each fiscal year. The reports musst be in the fom
and content prescribed by the stale examiner and fied eleckronscally m the manner
presciibed under IC 5-14-3.8.7

This communication is intended solely 1or the informatian and use of MANaGEMEN, Jovemance,
N0 ONETS WITMIN e OFGANIZANON, a1 S NGt IIEACEA 10 De AN ENOUK] NGl D& LS&0 Dy 3Nyane OMEr Tan
these specified parles

Respectiully

Paul D. Joyoe, GPA
State Examiner

October 18, 2017

Indiana State Board of Accounts 2020

20



3/4/2020

Exit Conference

Exit Conference

e Who is invited
* What is discussed
* Options to respond

Indiana State Board of Accounts 2020

Audit Report Issuance

Who gets a copy of reports?

v" Official(s) examined
v' President of governing bodies
v" Other Requested Officials

Audit Reports Posted to Website:
https://secure.in.gov/apps/sboa/audit-reports/#/

Audit Report Filings

RaportNo.v UnitNeme v UstTypev  Coumtyw  NeginDuev  IndDstew  AuditTypew  ReporiDsscriptions  Maport Detew

Indiana State Board of Accounts 2020
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Contact with SBOA Before and After Audit
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* In-person training sessions

* Individual questions via phone or email
* Webex Meetings

* YouTube Videos

* Manuals

* Quarterly Bulletins

* Emails through SBOA Communications

Indiana State Board of Accounts 2020
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Take Aways

SYATE
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&7, 190

* Review prior audit report and take care of any audit findings

* Gather records for audit, including any explanations for
unusual items

* Make sure monthly and annual uploads are up to date
* Come to our Training Sessions

» Keep in Touch
* Call or Email us
Get on the mailing list by contacting communications@shboa.in.gov.

Indiana State Board of Accounts 2020
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Other Items

Indiana State Board of Accounts 2020
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Other Items — Conflict of Interest
IC 35-44.1-1-4

Ik,
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~
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* *
&7, 190

- "A public servant who knowingly or intentionally has a pecuniary interested in
or derives a profit from a contract or purchase connected with an action by the
governmental entity served commits a conflict of interest...”

- Statutory provisions for when a disclosure should be filed and the type of
information required in the disclosure.

- SBOA is the repository for disclosure statements
=) file through the Gateway SBOA application

Seek the advise of an attorney for a determination on whether disclosure is
needed or whether information disclosed is sufficient

Indiana State Board of Accounts 2020
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Other Items — Nepotism Policy
IC 36-1-20.2
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“Individuals who are relatives may not be employed by a unit in a position
that results in one (1) relative being in the direct line of supervision of the
other relative.” (underlining added)

FJ‘.NEIO')O

Nepotism Policy must be adopted by Council
policy must include the requirements set out in IC 36-1-20.2
policy may contain more stringent standards

Uploaded with the T00R — SBOA application in Gateway

Indiana State Board of Accounts 2020
0,3.0 0",10

Other Items — Contracting With a Unit Policy s 3

B :

IC 36-1-21 = 5
*GST_ 19@*

“A unit may enter into a contract or renew a contract for the procurement of goods and services or a
contract for public works with: (1) an individual who is a relative of an elected official; or (2) a business
entity that is wholly or partially owned by a relative of an elected official; only if the requirements of this
section are satisfied and the elected official does not violate IC 35-44.1-1-4.” (underlining added)

Disclosure Requirements —IC 36-1-21-5
- Annual Certification — IC 36-1-21-6

“Each elected officer of the unit shall annually certify in writing, subject to the penalties for perjury,
that the officer is in compliance with this chapter. An officer shall submit the certification to the
executive of the unit not later than December 31 of each year.”

Uploaded with the 100R — SBOA application in Gateway

Indiana State Board of Accounts 2020

24



3/4/2020

WRD O

Other Items - Materiality Threshold
State Examiner Directive 2015-6

el

STATE
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* *
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Reporting Losses, Variances, and Thefts
IC 5-11-1-27())

“All erroneous or irregular material variances, losses, shortages, or thefts of

political subdivision funds or property shall be reported immediately to the state board
of accounts.”

State Examiner 2015-6

“Political subdivisions must recognize that variances, losses, shortages, and thefts
may occur. If an incident occurs, it is imperative that the political subdivision have a
policy in place that outlines the steps to be taken. Such a policy must include a

materiality threshold at which point the political subdivision reports incidents to the
State Board of Accounts.”

Indiana State Board of Accounts 2020
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Other Items - Materiality Threshold R &
State Examiner Directive 2015-6 Z z
» >
*GST_ 19@*

Reporting of Misappropriation
= IC5-11-1-27()

= Misappropriation of public funds (loss or theft by public official)
is to immediately be reported in writing to:

v~ SBOA
~ County Prosecuting Attorney

= No materiality threshold for misappropriation of public funds

Indiana State Board of Accounts 2020
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Introduction — SBOA Contact Information Z
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Todd Caldwell Susan Gordon, CPA

Director of Audit Services Director of Audit Services

cities.towns@sboa.in.gov

317-232-2513

Indiana State Board of Accounts 2020
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