CITIES AND TOWNS BULLETIN

ISSUED BY STATE BOARD OF ACCOUNTS

March 2024

JUNETRAINING SCHOOQL,

This year's June Training School will be held in South Bend as part of the Indiana League
of Municipal Clerks and Treasurers' Annual Conference during the week of June 23 through June 27,
2024.
The State Board of Accounts will be conducting two (2) days of training at the Conference which will
be State-called meeting days.

Please mark these dates on your calendar. An explanatory letter along with a tentative agenda
will be sent prior to the meeting.

PURCHASES OF COMPUTER HARDWARE AND SOFTWARE

The purchase of a computer system (hardware and software) is subject to the Public Purchases
Law (IC 5-22); however, IC 5-22-10-7 allows a purchasing agent to make a special purchase of data
processing contracts or license agreements for:

1. software programs; or

2. supplies or services, when only one (1) source meets the using agency's reasonable
requirements.

If it is determined that a special purchase of data processing contracts or license agreements for
software programs or supplies or services is to be made, the purchasing agent may make a purchase
without soliciting bids or proposals. However, the special purchase must be made with competition as is
practicable under the circumstances. (IC 5-22-10-2)
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SPECIAL FUEL TAXEDS

Please note the Indiana Department of Revenue has issued guidelines concerning the taxation,
licensing, and reporting on special fuels. The special fuel tax rate can be found on the Indiana
Department of Revenue website using this link: https://www.in.gov/dor/business-tax/tax-
rates-fees-and-penalties/miscellaneous-tax-rates/#specialfuel

BONDISOUES - ACCOUNTING REQUIREMENTOS

There are many laws authorizing bonds to be issued for construction of or improvements to city or
town buildings and structures, as well as for other purposes. When bonds are issued there are specific
statutory requirements to be met in which city or town officials should be guided by the advice of bond
counsel, with the proceeds to be accounted for in the manner provided in the bond ordinance or in the
applicable law under which the bonds are issued.

There are, however, certain uniform requirements in accounting for such funds which must be
observed. These include:

1. Principal of Bond Issue — Only the principal of the proceeds of the bond issue may be
receipted to a construction fund or to such other fund as designated in the applicable
ordinance or law under which the bonds were issued.

2. Premium and Accrued Interest — The premium and accrued interest received from the sale of
the bonds must be receipted into a bond and interest redemption fund or such other fund
designated for the retirement of the bonds and interest.

3. Appropriations — Where the proceeds (principal) of the bonds are required to be appropriated,
such as general obligation bonds of a city or town for any purpose, not more than the
appropriation may be expended, regardless of the cash available in the fund for such
purpose. An appropriation ledger sheet should be set up in back of the fund (cash) account
in all instances where appropriations are required. Appropriations made from the proceeds of
a bond issue do not lapse at the end of the year but remain in force, and the balance is
carried forward each year, until the purpose for which the appropriations were made has
been accomplished or abandoned. [IC 5-1-2-1]

4. Investments — The proceeds of a bond issue may be invested in the same manner as other
city and town funds. [IC 5-13-9-1] The interest thereon shall be receipted to the general fund
unless otherwise provided in the bond ordinance. The interest may be applied to the
appropriate bond and interest or sinking fund. [IC 5-13-9-6] The interest may not, however,
be expended without appropriation.

5. Surplus Bond Proceeds — Any balance remaining after the purpose for which the bonds were
issued has been accomplished or abandoned shall, by an order of the council entered of
record, be transferred to the bond and interest redemption fund.
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INVENTORIES OF CAPITAL ASOETS

Every city or town should have a complete inventory of all capital assets owned which reflects
their acquisition value. Such inventory should be recorded in the Capital Assets Ledger, City and Town
Form Number 211, segregated by departments of the city or town, i.e., fire department, police
department, park department, street department, sanitation department, etc. Water, electric, gas, and
sewage Uutilities are to be inventoried separately showing capital assets belonging to each utility. A
complete inventory should be taken at least once a year for good internal control and for verifying account
balances carried in the accounting records.

Capitalization Policy

The governing body should establish a capitalization policy that sets a dollar amount as a
threshold to be used in determining which items will be recorded.

Land

The records of each city and town should reflect land owned, its location, its acquisition date and
cost (purchase price).

Infrastructure

A capital asset account for the cost of infrastructure should reflect the location of each road,
bridge, tunnel, drainage system, water, wastewater or stormwater system, dam, or lighting system.

Buildings

A capital asset account for buildings should reflect the location of each building and the cost
value (being the purchase or construction cost) and, if improvements are made to the building, the cost of
such improvements would be included. If a building is acquired by gift, the account would reflect its
appraised value at the time of acquisition.

Improvement Other Than Buildings

A capital asset account should reflect the acquisition value of permanent improvements, other
than buildings, which have been added to land. Examples of such improvements are fences, retaining
walls, parking lots, and most landscaping. The improvements would be valued at the purchase or
construction cost.

Equipment

Tangible property of a permanent nature, other than land, buildings and improvements, should be
inventoried. Examples include machinery, trucks, cars, furniture, typewriters, adding machines,
calculators, bookkeeping machines, data processing equipment, desks, safes, cabinets, etc. The value of
such items should be carried in the inventory at the purchase cost.

Construction Work In Progress

Where construction work has not been completed in the current calendar year, the cost of the
project should be carried as “construction work in progress.” When the project is completed, it will be
placed on the inventory applicable to the assigned asset accounts.
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MOTOR VEHICLE EXCISE SURTAX AND WHEEL TAX

In accordance with the provisions of IC 6-3.5-4 and IC 6-3.5-5, the county council of each county
may, by ordinance, impose a County Motor Vehicle Excise Surtax and a County Wheel Tax.

Collection of the Tax

Both the county motor vehicle excise surtax and the county wheel tax will be collected by the
Bureau of Motor Vehicles or its branch offices and transmitted electronically to the county treasurer on or
before the tenth day of each month along with the auto license excise tax.

Allocation and Distribution of the Tax

Before the twentieth day of each month, the county auditor shall allocate the money deposited in
both the County Surtax Fund and the County Wheel Tax Fund among the county and cities and towns in
the county.

The county auditor shall allocate the money to counties, cities, and towns under IC 8-14-2-4(c)(1)
through IC 8-14-2-4(c)(3) as follows:

1. In counties having a population of more than 50,000, 60% of the monies shall be distributed
on the basis of population of the city or town as a percentage of the total population of the
county and 40% distributed on the basis of the ratio of city and town street mileage to county
road mileage.

2. In counties having a population of 50,000 or less, 20% of the monies shall be distributed on
the basis of population of the city or town as a percentage of the total population of the
county and 80% distributed on the basis of the ratio of city and town street mileage to county
road mileage.

3. For the purposes of allocating funds as provided in this section, towns which become
incorporated as a town between the effective dates of decennial censuses shall be eligible for
allocations upon the effectiveness of a corrected population count for the town under IC
1-1-3.5.

Use of Money by Cities and Towns

Unless the wheel tax is transferred to a multiple county infrastructure authority, the distributions of
surtax and wheel tax to cities and towns should be receipted to the Motor Vehicle Highway Fund (Street
Fund) to be used to construct, reconstruct, repair, or maintain streets and roads under their jurisdiction.
(IC 6-3.5-4-13 and IC 6-3.5-5-15)
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PROMOTION OF CITY AND TOWN BUSINESS

IC 36-7-2-7 allows cities and towns to promote economic development and tourism. Such statute
replaced a prior law which authorized cities and towns to budget and appropriate funds from the general
fund to pay the expense of, or to reimburse city or town officials as the case may be, for expenses
incurred in promoting the best interest of the city or town. Accordingly, a Home Rule ordinance needs to
be adopted in accordance with IC 36-1-3 in order to enable a city or town to pay for such expenses.
Additionally, an appropriation for such expenses must also be obtained.

In an effort to assist cities and towns that have not passed an enabling ordinance but who wish to
establish the promotion of business ordinance, we are repeating wording contained in the old statute.
Many municipalities have used similar wording in their enabling ordinance.

“City and town councils are authorized to budget and appropriate funds from the general fund
of the city, or town, to pay the expense of or to reimburse city officials or town officials, as the
case may be, for expenses incurred in promoting the best interest of the city or town. Such
expenses may include, but not necessarily be limited to, rental of meeting places, meals,
decorations, memorabilia, awards, expenses incurred in promoting industrial, commercial,
and residential development, expenses incurred in developing relations with other units of
government and any other expenses of a civic or governmental nature deemed by the mayor
or the town council to be in the best interest of the city or town.”

This is furnished only for your information. Each city and town should establish, by ordinance, the
parameters for such appropriations and expenditures. Such ordinance should list the specific types of
promotional expenses which can be paid from money appropriated for such purpose. Please note that
we would take audit exception to excessive amounts expended for employee meals, awards, gifts, and
similar expenses and amounts expended for items not listed in the ordinance.

COUNTY SLOT MACHINE WAGERING FEE FUND

Each city or town that receives tax revenue or shared tax revenue under IC 4-35-8.5 shall
establish a separate county slot machine wagering fee fund where such revenue shall be deposited.
Money in the fund may be used for any legal or corporate purpose of the city or town.

The fund shall be administered by the city or town's clerk-treasurer or controller and the expenses
of administering the fund shall be paid from money in the fund. Money in the fund not currently needed to
meet the obligations of the fund may be invested in the same manner as other public funds may be
invested. Interest that accrues from these investments shall be deposited in the fund. Money in the fund
at the end of a particular fiscal year does not revert to the unit's general fund. (IC 36-1-8-9.2)
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APPROVAL OF ACCOUNTING FORMS AND SYSTEMS

The State Board of Accounts is charged by law with the responsibility of prescribing and installing
a system of accounting and reporting which shall be uniform for every public office and every public
account of the same class and contain written standards that an entity that is subject to audit must
observe. The system must exhibit true accounts and detailed statements of funds collected, received,
obligated and expended for or on account of the public for any and every purpose. It must show the
receipt, use and disposition of all public property and the income, if any, derived from the property. It
must show all sources of public income and the amounts due and received from each source. Finally, it
must show all receipts, vouchers, contracts, obligations, and other documents kept, or that may be
required to be kept, to prove the validity of every transaction. [IC 5-11-1-2]

The system of accounting prescribed is made up of the uniform compliance guidelines and the
prescribed forms. A prescribed form is one which is put into general use for all offices of the same class.

Computer hardware, software and application systems can now produce exact replicas of the
forms prescribed by the State Board of Accounts. An exact replica of a prescribed form is a computerized
form that incorporates all of the same information as the manual prescribed form. Prescribed form
replication is the preferred approach from the State Board of Accounts’ position. These exact replicas are
the equivalent of the prescribed form and require no further action for the unit to install the form within
their accounting system.

Governments are required by law to use the forms prescribed by this department. However, if it
is desirable to use a form other than the prescribed manual form, that is not an exact replica; the new
form must be approved by State Board of Accounts.

All forms previously approved by sending copies to the State Board of Accounts and receiving a
form approval letter are approved with the conditions contained with the letter. All forms previously
approved by the adoption of a resolution as allowed by the Cities and Towns Bulletin article entitled Form
Approval Process-Computerized Systems, published in the March 2006 Bulletin, pages 2 and 3, are
also considered approved.

After April 1, 2014, if a government implements, consistent with the provisions of Indiana Code
and Uniform Compliance Guidelines, an automated accounting system that is to be considered for
approval, the responsible official is not required to maintain the prescribed forms replaced by the
automated system while awaiting the approval. New forms must be in place during at least one (1) State
Board of Accounts audit and must not be an element of an audit finding or audit result and comment that
is responsible or partially responsible for an exception found during an audit to be considered approved.
The government is responsible for placing on new forms the year of installation in the upper right corner.
This reference should be similar to “Installed by the City/Town of _ , (Year).” The city or
town must maintain and present for audit a log of forms installed after April 1, 2014 with the year installed
for all forms that replace forms prescribed by State Board of Accounts.

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

1. The forms and system installed are subject to review and/or recommendations during audits
of the government to ensure compliance with current statutes and uniform compliance
guidelines.

2. The government shall continue to maintain all prescribed forms not otherwise covered by an
approval.
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10.

11.

12.

APPROVAL OF ACCOUNTING FORMS AND SYSTEMS (Continued)

All transactions that occur in the accounting system must be recorded and accessible upon
proper request. Transactions can be maintained electronically, with proper backups,
microfilmed, or printed on hardcopy. These transactions include, but are not limited to, all
input transactions, transactions that generate receipts, transactions that generate checks,
master file updates, and all transactions that affect the ledgers in any way. The system must
be designed so that changes to a transaction file cannot occur without being processed
through an application.

The ability must not exist to change data after it is posted. If an error is discovered after the
entry has been posted, then a separate correcting entry must be made. Both the correcting
entry and the original entry must be maintained.

If the unit owns the source code, sufficient controls must exist to prevent unauthorized
modification. If the unit does not own the source code, the vendor shall provide
representatives of the State Board of Accounts with access to all computer source codes for
the system upon request for audit purposes. In addition, the vendor shall provide
representatives of the State Board of Accounts with a document describing the operating
system used, the language that the source code is written in, the name of the compiler used,
and the structure of the data files including data file names, data file descriptions, field
names, and field descriptions for the system.

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

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.

Recap sheets for each deposit for deposit advices, if applicable, will be maintained indicating
direct deposits. Individual wage assignment agreements will be kept on file to support direct
deposit.

"Installed by the City/Town of , (Year)" shall be printed, in the upper right corner,
on each approved form furnished by a printing supplier and, when practical, on those printed
from accounting systems at the unit. Upon the installation of a new form the form will be
entered on a log for this purpose with the date of installation; and the name and number of
the prescribed form replaced. The log must be available for audit.

The government officials are responsible to ensure that forms and accounting systems
installed comply with the uniform compliance guidelines for information technology services
published in the Cities and Towns Bulletin and accounting manuals. This includes ensuring
that customization of the system done by the vendor for implementation at the government is
done in such a manner that the system remains compliant.

In the event a change is required due to the passage of a State or Federal law, the
government agrees to implement the change in a timely manner.
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COMPENOSATION OF OFFICERS AND EMPLOYEEDS

CITY OFFICERS AND EMPLOYEES

ELECTED CITY OFFICIALS
IC 36-4-7-2 states:

“(a) As used in this section, “compensation” means the total of all money paid to an elected
city officer for performing duties as a city officer, regardless of the source of funds from which
the money was paid.”

“(b) The city legislative body shall, by ordinance, fix the annual compensation of all elected
city officers.”

“(c) The compensation of an elected city officer may not be changed in the year for which it is
fixed, nor may it be reduced below the amount fixed for the previous year.”

APPOINTIVE OFFICERS, DEPUTIES, AND OTHER EMPLOYEES (Except Police Officers
and Firefighters)

IC 36-4-7-3 states:

“(a) This section does not apply to compensation paid by the city to members of its police and
fire departments.

(b) Subject to the approval of the city legislative body, the city executive shall fix the
compensation of each appointive officer, deputy, and other employee of the city. The
legislative body may reduce but may not increase any compensation fixed by the executive.
Compensation must be fixed under this section not later than November 1 of each year for
the ensuing budget year.

(c) Compensation fixed under this section may be increased or decreased by the executive
during the budget year for which it is fixed.

(d) Notwithstanding subsection (b), the city clerk may, with the approval of legislative body,
fix the salaries of deputies and employees appointed under IC 36-4-11-4"
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COMPENSATION OF OFFICERS AND EMPLOYEES (Continued)

CITY OFFICERS AND EMPLOYEES = (Continued)

ADDITIONAL COMPENSATION FROM UTILITIES OR FUNCTIONS
IC 36-4-7-4 states:

“(a) Subject to the approval of the city legislative body, the city executive may provide that city
officers and employees receive additional compensation for services that:

(1) are performed for the city;

(2) are not governmental in nature; and

(3) are connected with the operation of a municipally owned utility or function.

(b) Subject to the approval of the executive and legislative body, the administrative agency
operating the utility or function shall fix the amount of the additional compensation, which
shall be paid from the revenues of the utility or function.”

It is our audit guidance that if the official records of the utility or function do not show the award
of this additional compensation and the official records of the civil city do not show approval of the
mayor and common council by ordinance or resolution as the statutes regulating the utility might
provide, then there is no authority to make any payment.

POLICE OFFICERS AND FIREFIGHTERS
IC 36-8-3-3(d) states:

“The annual compensation of all members of the police and fire departments and other
appointees shall be fixed by ordinance of the legislative body not later than November 1 of
each year for the ensuing budget year. The ordinance may grade the members of the
departments and regulate their pay by rank as well as by length of service. If the
legislative body fails to adopt an ordinance fixing the compensation of members of the police
or fire department, the safety board may fix their compensation, subject to change by
ordinance.”

SALARY SCHEDULES

IC 36-4-7-5 states:

“Salaries of city officers and employees shall be scheduled as provided in the budget
classification prescribed by the State Board of Accounts.”
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COMPENSATION OF OFFICERS AND EMPLOYEES (Continued)

JTOWN OFFICERS AND EMPLOYEES
IC 36-5-3-2 states in part:

“(a) As used in this section, “compensation” means the total of all money paid to an elected
town officer for performing duties a town officer, regardless of the source of the funds from
which the money is paid.

(b) The Town legislative body shall, by ordinance, fix the compensation of its own members,
the town clerk-treasurer, and the town marshal. The legislative body shall provide
reasonable compensation for other town officers and employees.

(c) The compensation of an elected town official may not be changed in the year for which it
is fixed, nor may it be reduced below the amount fixed for the previous year.

(d) The legislative body may provide that town officers and employees receive additional
compensation for services that:

(1) are performed for the town;
(2) are not governmental in nature; and
(3) are connected with the operation of a municipally owned utility or function.

Subject to the approval of the legislative body, the administrative agency operating the utility
or function shall fix the amount of the additional compensation, which shall be paid from the
revenues of the utility or function.”

Compensation of all town officers and employees shall be fixed by an ordinance of the town
council and, for other than elected town officials, this compensation may be changed by other ordinance
of the town council at any time. There is no limitation upon the amount fixed, only to the extent of
available appropriations where tax funds are involved. (IC 36-5-3-2).

The approval of the claim for increased compensation does not authorize the town clerk-treasurer
to pay such an increase unless it is specifically provided for by ordinance of the town council.

We recommend a salary ordinance of officials and employees for the next succeeding year be
enacted by the town council annually and made a part of the minutes of the town council. This action is
recommended to be completed prior to making out the annual budget for next year’s costs of operations.



