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"Phone number —(317) 232-2513

sAddress — 302 W. Washington St., RM E418
Indianapolis, IN 46204-2765

"Email— schools.townships@sboa.in.gov
=\Website — www.in.gov/sboa
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= Created in 1909 in response to widespread political corruption

= Mission Statement

* 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.

= Responsibilities
Perform audit/exams of governmental units
Prescribe forms and procedures used by governmental units

Various other duties including recounts, providing training for local
officials, consulting services, etc.
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Organizational Flowchart
SBOA Board (State Examiner, 2 Deputies)

Directors (2 per area)
Schools and Townships
Cities/Towns and Special Districts
Counties

Audit Coordinators (5)
Investigation Coordinators (5)
Field Examiners (140)
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" Filed audit and examination reports

= Accounting Uniform Compliance Guidelines Manual for
Extra-Curricular Accounts

= Accounting Uniform Compliance Guidelines Manual for
Indiana Public School Corporations

= Accounting Uniform Compliance Guidelines Manual for
Indiana Charter Schools

The School Bulletin
= The Charter School Bulletin

State Board of Accounts 201
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Indiana Public Access Counselor
WWW.in.gov/pac

Indiana Commission on Public Records
WWW.in.gov/icpr

Indiana Department of Revenue
www.in.gov/dor

Indiana Department of Education
www.in.gov/doe

Internal Revenue Service
WWW.IrS.goV

State Board of Accounts 201
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e “Submission Rights” have been assigned to the fiscal officer of the

school corporation because that is who is required to submit the
Gateway Annual Report to the State Examiner.

e “Edit Rights” can be assigned to whomever the School Corporation
wants to assign them. We suggest completing the ECA Delegation of
Authority Form

( ).

You can complete the form, scan it, and email to

e After inputting information the ECA Treasurer will have the ability to
produce and print the required SA-5 via the Report Output section.

State Board of Accounts 201
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IC 20-41-1-3 states:

(a) A person who has charge of the collection, custody, and disbursement of funds

collected and expended to pay expenses incurred in conducting any athletic, social,
or other school function, the cost of which is not paid from public funds, shall:

(1) keep an accurate account of all money received and expended,  showing the:
(A) sources of all receipts;
(B) purposes for which the money was expended; and
(C) balance on hand; and

(2) file a copy of the account with the township trustee, board of school trustees,
or board of school commissioners within two (2) weeks after the close of each
school year.

(b) An account filed under subsection (a)(2) is a public record open to inspection by
any interested person at any reasonable time during office hours.

State Board of Accounts 201
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ECA accounts may be used for athletic, social, class, or
other school functions.

ECA accounts may not be used for functions which are
educational in nature.

Accounts for educational functions must be maintained in
the school corporation records.
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ECA accounts may not be established for functions conducted by
outside organizations, for example PTOs, Booster Clubs, Staff groups.

If the faculty wishes to have a staff fund, then we recommend that
each school’s faculty group designate a person to control the money.

A report of the ECA account (SA-5) must be submitted within two
weeks after the close of the school year to the school board.

This report is a public record open to inspection by any interested
person at any reasonable time during office hours.

State Board of Accounts 201



Form Prescribed by Siate Board of Accounls

FINAMCIAL REPORT
SCHOOL EXTRA-CURRICULAR ACCOUNT

School

SCHEDULE OF BALAMNCES

RECEIPTS AND EXPENDITURES OF

SCHOOL EXTRA-CURRICULAR ACCOUNT

Form SAS-1

From
To
BALANLE CEIF TS BALANCE
BEGINMING DURING END OF
MAME OF FUND OF PERIOD: FERIDD EXPEMDITURES PERIDD:
1 2 3 4
] 5
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TOTAL ALL FUNDS




Farm Prescribed by Slabe Board of Accounis

CASH RECONCILEMENT

FORM 3A-5-2

LOHCATION
DEPOSITORY BALANMCE
CASH ON HAMD [(ADD)
TOTAL CASH ON HAND AND IM DEPOSITORY
TOTAL OF QUTSTANDING CHECKS (DEDUCT)
BaLANCE
I
OUTSTANDING CHECKS
DATE NUMBER AMOUNT DATE MNUMBER AMOUNT
L+ BROUGHT FORWARD
| )
=
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| =

CARRIED FORWARD

[TOTAL




Forrm Frescibed by Sitate Board of Accounts FORM Sa5-3
DETAIL OF RECEIPTS AMD EXPEMNDITURES
BY FUNDS
FUND
RECEIPTS
SOURCE OF RECEIPTS MATURE OF RECEIPTS AMOUMNT
= 3
=
L %o
N AN AN
N
oS B\ b
e
("\-.JJL,-"'
TOTAL RECEIPTS L4

HOTE: TOTAL RECEIPTS MUST AGREE WITH RECEIPTS OF THIS FUND AS SHOWRN IN COLUMN 2,

PAGE 1.

EXPENDITURE

PURPOSE OF EXPENDITURE

AMOUNT

TOTAL EXPENDITURES




Prescribed by State Board of Accounts Form SAS-d

The bank in which all moneys of this account are deposited is:

Mame of Bank

Location of Bank

Date school officially closed

BOND OF SCHOOL TREASU

Mame of Surety

Amount of Bond
Date of Expiration | ‘\ ) \%l \\\\S
CERTI —&%HDDL TREASURER/PRINCIPAL
I , Treasurer, .
Principal, of the School Extra-Curricular

Account, hereby certify that the foregoing report of the said account is true and comect to the best
of my knowledge and belief. | further certify that copies of this report have been filed with the
officers designated by law to receive copies of said report.

Treasurer

Principal
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|C 20-41-1-4 states:

(a) All forms and records for keeping the accounts of the extracurricular activities in school

corporations shall be prescribed or approved by the state board of accounts. The records and affairs
of the extracurricular activities may be examined by the state board of accounts when the state
examiner determines an examination is necessary. The forms prescribed or approved for keeping
these accounts must achieve a simplified system of bookkeeping and shall be paid for, along with the

bond required in this chapter, from the general fund.

(b) The funds of all accounts of any organization, class, or activity shall be accounted separately from
all others. Funds may not be transferred from the accounts of any organization, class, or activity
except by a majority vote of its members, if any, and by the approval of the principal, sponsor, and
treasurer of the organization, class, or activity. However, in the case of athletic funds:

(1) approval of the transfer must be made by the athletic director, who is regarded as the sponsor;
and

(2) participating students are not considered members.
All expenditures of the funds are subject to review by the governing body of the school corporation.

State Board of Accounts 201
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é\élggA forms and records shall be prescribed or approved by the

As of April 1, 2014, there is a new form approval process detailed in
the March 2014 School Administrator.

ECA records shall be examined by SBOA as determined by the State
Examiner.

The cost of prescribed or aprroved ECA records and the bond of the
ECA treasurer shall be paid for from the General Fund of the School
Corporation.

Separate funds are required for each class or activity.

State Board of Accounts 201



Prescribed by Stale Board of Accounts Form SA-6 (Rev. 1970)

SCHOOL EXTRA-CURRICULAR ACCOUNT
FUND NO.

RECEIPT
OR
CHECHE M.

RECEIPTS DISBURSEMENTS
DEBIT CREDIT

-
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= Funds may not be transferred from the accounts of any
organization, class, or activity except by a majority vote of its
members, if any, and by the approval of the principal, sponsor,
and treasurer of the organization, class, or activity.

= Approval of the transfer of athletic funds must be made by the
principal, treasurer, and the athletic director, who is regarded as
the sponsor; participating students are not considered
members.

= All expenditures of the funds are subject to review by the
governing body of the school corporation.

State Board of Accounts 201
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IC 20-41-1-5 states:

(a) A public school must have a treasurer for the purposes of this chapter. The treasurer
must be:

(1) the superintendent or principal of the particular school;
(2) a clerk of the school corporation; or
(3) a member of the faculty appointed by the superintendent or principal.

This designation must be made immediately u,oon the opening of the school term or the
vacating of the office of treasurer. Claims shall be filed and paid under sections 7 and 8
of this chapter. The employing or appointing officials of a school may appoint and engage
a school treasurer or clerk.

(b) A school corporation may appoint one (1) or more assistant or deputy treasurers.

(c) A treasurer is not personally liable for an act or omission occurring in
connection with the performance of the duties set forth in this chapter, unless the act or
omission constitute gross negligence or an intentional disregard of the treasurer’s duties.

State Board of Accounts 201
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= A public school (IC 20-18-2-15 defines public school as a

school maintained by a school corporation) must have a
treasurer.

= Atreasurer must be named immediately upon the

opening of the school term or when the office of treasurer
is vacated.

= (Claims shall be filed and paid under 20-41-1-7 and 20-41-
1-8.

State Board of Accounts 201
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The employing or appointing officials of a school may
appoint and engage a school treasurer or clerk.

A school corporation may appoint one (1) or more
assistant or deputy treasurers.

A treasurer is not personally liable for an act or omission
occurring in connection with the performance of the
duties set forth in 20-41, unless the act or omission
constitute gross negligence or an intentional disregard of
the treasurer’s duties.

State Board of Accounts 201
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(a) The treasurer shall give a bond in an amount fixed by the
superintendent and principal of the school approximating the total
amount of the anticipated funds that will come into the possession of
the treasurer at any one (1) time during the regular school year. Bonds
shall be filed with the trustee or board of school trustees. The surety on
the bonds must be a surety company authorized to do business in
Indiana. However, the requirement for giving the bond and the
requirement to deposit the receipts in a separate bank account, as
required in section 9 of this chapter, do not apply to any school for
which the funds, as estimated by the principal, will not exceed three
hundred dollars ($300) during a school year.

(b) The requirements of this chapter may be fulfilled by providing a
comprehensive bonding instrument, including a single blanket position
bond, for all extracurricular treasurers. A comprehensive bonding
instrument is acceptable instead of individual separate personal
position bonds

State Board of Accounts 201
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The treasurer shall give a bond in an amount fixed by the
superintendent and principal of the school.

The amount of the bond should approximate the total amount of
the anticipated funds that will come into the possession of the
treasurer at any one time during the regular school year.

Bonds shall be filed with the trustee or board of school trustees.

The surety on the bonds must be a surety company authorized to
do business in Indiana.

State Board of Accounts 201
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The requirement for giving the bond and the requirement to deposit

the receipts in a separate bank account, as required in IC 20-41-1-9,

do not apply to any school for which the funds, as estimated by the

principal, will not exceed three hundred dollars (5300) during a
school year.

The bonding re%uirements may be fulfilled by providin%a
comprehensive bonding instrument, including a single blanket
Bosition bond, for all extracurricular treasurers. A comprehensive

onding instrument is acceptable instead of individual separate
personal position bonds.

It either school lunch funds or textbook rental funds are handled
through an extra-curricular account, the governing body of the

school corporation shall approve the amount of the bond of the
treasurer (IC 20-41-2-6)

State Board of Accounts 201
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= PL.188-2016 HEA 1372 amended IC 20-26-4-5 effective July 1,
2016 to state:

(a) For each school year commencing July 1: (1) the treasurer of each governing body
and the governing body's school corporation; (2) a deputy treasurer, if so appointed; and (3) any
individual whose official duties include receiving, processing, depositing, disbursing, or
otherwise having access to funds: (A) that belong to a school corporation or the governing body
of a school corporation; and (B) in an amount that exceeds five thousand dollars ($5,000) per
year; shall give a bond for the faithful performance of the treasurer's, deputy treasurer's, or
individual's duties written by an insurance company licensed to do business in Indiana, in an
amount determined by the governing body. The treasurer shall be responsible under the
treasurer's bond for the acts of a deputy treasurer appointed as provided in section 1 of this
chapter. (b) A governing body may authorize the purchase of a blanket bond that: (1) is
endorsed to include faithful performance to cover the faithful performance of all employees
and individuals acting on behalf of the governing body or the governing body's school
corporation, including the individuals described in subsection (a); and (2) includes aggregate
coverage sufficient to provide coverage amounts specified for each individual who is required to
give a bond under this section.

State Board of Accounts 201
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* The governing body must determine who must be bonded under the statute. The term “official duties” is
not defined. It is our position that “official duties” may include duties set forth in a job description, duties
that are customary or routinely performed, or duties that are assigned but not frequently performed. For
example, cafeteria cashiers, teachers who routinely collect lunch money from students, and employees
who collect textbook rental fees must be bonded. The statute does not require the individual to be an
employee of the school corporation. So, for example, parents volunteering in the school lunchroom or
at an extracurricular sporting event must be bonded if their official volunteer duties include receiving
public funds such as lunch money or admission fees assuming they will collect over the de minimis
amount.

* There is a dollar threshold or de minimis exception in the statute. If an individual whose official duties
include receiving, processing, depositing, disbursing, or otherwise having access to public funds are
required to be bonded if the amount involving their duties exceeds $5,000 per year. For example, an
athletic director and/or athletic secretary who handles tens of thousands of dollars per year is required
to be bonded. However, a teacher who collects field trip money from her kindergarten class is not
required to be bonded unless she will collect over $5,000 per year.

* We recommend that all bonds be filed with and kept by the trustee or board of school trustees.

State Board of Accounts 201
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(a) The treasurer has charge of the custody and disbursement of any funds collected
by a collecting authority and expended to pay expenses:

(1) approved by the principal or teacher in charge of the school;

$2) incurred in conducting any athletic, social, or other school function (other than
unctions conducted solely by any organization of parents and teachers);

(3) that cost more than twenty-five dollars (525) during the school year; and
(4) that are not paid from public funds.

(b) The principal or teacher in charge of the school shall designate a collecting
authority to be in charge of the collection of an?/1 funds described in this section.
Upon collection of any funds, the collecting authority shall deliver the funds,
together with an accounting of the funds, to the custodfy of the school treasurer. The
principal may designate different collecting authorities for each separate account of
funds described in this section.

State Board of Accounts 201
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= The treasurer has charge of the custody and disbursement of any
funds collected by a collecting authority and expended to pay
exXpenses:

(1) approved by the principal;
(2) incurred in conducting any athletic, social, or other
school function
(3) that cost more than ($25) during the school year; and
(4) that are not paid from public funds.

= The principal shall designate a collecting authority to be in charge of
the collection of any funds.

State Board of Accounts 201



Responsibilities of Treasurer

Upon collection of any funds, the collecting authority shall
deliver the funds, together with an accounting of the funds,
to the custody of the school treasurer. The principal may
designate different collecting authorities for each separate
account of funds.

Functions conducted solely by any organization of parents
and teachers shall not be accounted for in the ECA records.
Therefore, activities and organizations which are not extra-
curricular in nature should be responsible for their own
accounting and cash handling systems.

The extra-curricular account should not collect, receipt,
remit, or disburse outside organization's monies.

State Board of Accounts 201



Date: SUMMARY COLLECTION FORM NUMBER

School
Deposit To: Time Frame of Fundraiser:
(Fund)
Reason for Receipts:
(Fundraiser, Field Trip. ...}
Sponsor: . Tiithe:
{Please Print Mame)
RECEIPT DETAIL:
CASH:
Cain: -
CHECKS: - r“’"’H\K \
Y \\ ﬁﬂtiﬁemw
Money Orders: 4
\\\YSB& D LzN\B low)
TOTAL
NOTE: AN receipts ! S arsly aovinke afore fu in to the Treasurer. Any summary
found to have a discrépa i 2a£e\ fagelbils and roll change when possible. The Extra-

SA-3, af the time the Summary Collection Form is

| CERTIFY | HAVE ACCURATELY ACCOUNTED FOR ALL FUNDS
AND REPORTED THE SAME HEREIN
(Signature of Fund Representative, Name s Printed Abowve)

Detail Checks/Money Orders
(Attach Additional Information As Needed)

Number Amount Number Amaunt Number Amounl Number Amaoaunl
Subtotal |§ Subtotal |§ Subtotal % Sublatal (%
Amount From Additional Sheets 3

Grand Total 3
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(a) The treasurer shall keep an accurate account of all money received by the
collecting authority and expended, showing:

(1) the sources of all receipts;
(2) the purposes for which the money was expended; and
(3) the balance on hand.

A copy of the report, together with all records and files of extracurricular activities, shall
e filed as required under section 3 of this chapter.

(b) However, in a school that has two (2) or more semesters in any one (1) school
year, the treasurer of the school shall file a copy of the treasurer's financial report
of receipts and disbursements with the township trustee, board of school trustees,
or board of school commissioners not more than two (2) weeks after the close of
each semester. Records and files of extracurricular activities for the entire school
year shall be filed with the last financial semester report of any one (1) school year.

(c) A copy of the reﬁort shall be filed with and kept by the city superintendent having
jurisgiction and the county superintendent where the superintendent has
Jurisdiction.

(dLThe records under this section shall be kept for five (5) years, after which they may
e destroyed.

State Board of Accounts 201
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Treasurer — Duties

The treasurer shall keep an accurate account of all money
received by the collecting authority and expended, showing:

(1) the sources of all receipts;
(2) the purposes for which the money was expended; and
(3) the balance on hand.

A copy of the report, together with all records and files of
extracurricular activities, shall be filed as required in IC 20-41-
1-3.

State Board of Accounts 201



Prescribed by State Board of Accounts Form SA-6 (Rev. 1870)

SCHOOL EXTRA-CURRICULAR ACCOUNT

FUND NO.
RECEIFT
OR RECEIPTS DISBURSEMENTS
DATE ITEM CHECK NO. | ~ DEBIT CREDIT BALANCE

1 1
2 2
g | 3
4 4
ﬁs} 5

B
i | D 7
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i | e Ty 1Y Y 10
1] ] - 11
12 [N 12
iE | NN I 13
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221 22
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254 25
2 26
2?' 27
28] 28
208 29
:H:-I 30
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In a school that has two or more semesters in any one
school year, the treasurer of the school shall file a copy of
the treasurer's financial reﬁort of receipts and
disbursements (SA5-1) with the board of school trustees not
more than two Weeks after the close of each semester.
Records and files of extracurricular activities for the entire
school year shall be filed with the last financial semester
report of any one school year.

A copy of the report shall be filed with and kept by the
superintendent of schools.

The records under this section shall be kept for five years,
after which they may be destroyed.

State Board of Accounts 201



DO
> Fq

%

S
Deposits and Accounts <
%“

SINNOS®

* wle Tk
&7, 190°
|IC 20-41-1-9 states:

(a) The treasurer shall deposit all receipts in one (1) bank account. The receipts
shall be deposited without unreasonable delay. The account is known as the
school extracurricular account. The records of each organization, class, or
acti\l/lity shall be kept separate so that the balance in each fund may be known
at all times.

(b) The money in the school extracurricular account may be invested under the
conditions specified in IC 5-13-10 and IC 5-13-10.5 for investment of state
money. However, investments under this section are at the discretion of the
principal. The interest earned from any investment may be credited to the
school extracurricular account and need not be credited proportionately to
each separate extracurricular fund. The interest earned from the investment
may be used for any of the following:

(1) A school purpose approved by the principal.
(2) An extracurricular purpose approved by the principal.

(c) Amounts expended under this section for the purposes described in this
section are in addition to the appropriation under |C 20-26-5-4(3).

State Board of Accounts 201
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The treasurer shall deposit all receipts in one bank account.

The receipts shall be deposited without unreasonable delay.

The account is known as the school extracurricular account.

The records of each organization, class, or activity shall be kept
separate so that the balance in each fund may be known at all
times.

State Board of Accounts 201



Prescribed by State Board of Accounts Form Mo. 5A-3 (Revised 1997)

RECEIPT
SCHOOL EXTRA-CURRICULAR ACCOUNT
SCHOOL
M.
, IN
Payment Type and Amount
T A
Lash Lhe=cks Lirali ML Eank Caed EFI
Amounl Amaounid Agmnount Amaouni Aol Liher

k.
RECEIVED FROM < 3

THE SUM OF ;ﬁ&\ \\% DOLLARS

9] P
FOR DEPOSIT TO THE CREDIT OF P \ ) \\./} FUND
N

taty )
SOURCE s

D

IHE 1".,-’:' TREASURER
=)

ORIGINAL



DO
0?’-“ F"o
oF G x
R
* x
&5t 1P

Collecting Authority Activity
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The money in the school extracurricular account may
be invested under the conditions specified in IC 5-13-
10 and IC 5-13-10.5 for investment of state money.

Investments are at the discretion of the principal.

The interest earned from any investment may be
credited to the school extracurricular account and

need not be credited proportionately to each
separate extracurricular fund.
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Deposits and Accounts

The interest earned from the investment may be used for any of
the following:

(1) A school purpose approved by the principal.
(2) An extracurricular purpose approved by the
principal.

Receipts shall be deposited in the same form in which they are
received.

All disbursements from ECA funds must be made by check or
credit card, if you have a board approved policy.

State Board of Accounts 201
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= The ledger forms prescribed for use by the

school extra-curricular account treasurers
include a control account.

= All receipts, disbursements and the balance of all

activity funds combined should be recorded in
the control.

. Postinﬁ to the control should be made each day
from the receipt and check registers in individual

amounts or accumulated by receipt and check
number.
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Subsidiary ledgers shall also be kept of the
transactions of each activity, showing each
receipt, each disbursement and the balance of
each particular fund.

Posting to the fund of each individual activity
should be made from the receipt and check
registers by recording each transaction or
grouping receipts with consecutive serial
numbers and checks with consecutive serial
numbers if such are issued for the same source
or purpose respectively.
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=  No fund shall be overdrawn.

= The ECA treasurer should provide the activity sponsor
with the monthly transactions and balances of their
respective funds. The bank reconcilement should be
prepared prior to providing the reports to ensure the
correctness of the fund transactions and balances.

= |t done monthly, comparisons can be made and
differences reconciled before transactions become
past due or particulars are difficult to recall.
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CASH RECONCILEMENT

FORM 3A-5-2

LOHCATION
DEPOSITORY BALANMCE
CASH ON HAMD [(ADD)
TOTAL CASH ON HAND AND IM DEPOSITORY
TOTAL OF QUTSTANDING CHECKS (DEDUCT)
BaLANCE
I
OUTSTANDING CHECKS
DATE NUMBER AMOUNT DATE MNUMBER AMOUNT
L+ BROUGHT FORWARD
| )
=
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N
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| =

CARRIED FORWARD

[TOTAL
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Individuals requesting reimbursement for
driving personal vehicles for extra-curricular
purposes should properly complete a Mileage
Claim, General Form 101, prior to receiving
reimbursement.

Reimbursed mileage shall not include travel to
and from the officer's or employee's home and
the governmental office in which he works,
unless otherwise authorized by statute.
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Pricecritsad by Sl Board of Accousis

MILEAGE CLAIM

TO
(GOVERNMENTAL UMIT)
OM ACCOUNT OF APPROPRIATION NO. FOR
(OFFICE, BOARD, DEFARTMENT OR INSTITUTION)
FROM TO SPEEDOMETER AUTO MILEAGE
DATE READING+ MILES e ] [
20 POINT POINT START FINISH NATURE OF BUSINESS TRAVELED PER MILE
r_- = ] _FI
e | Y |r | | ]
— ] | M | |I | .I [ --_
am ! T II| A ." I I :-; : L— T - __ _I
.-_\ 'w-_l |‘-I k L I! ! | I - =
|.II e A II'I ! III — I |
Il.\__ N“'. | I|__.l I'_
— 7 7 =
[l J
M

AUTO LICENSE NO. TOTALS

+SPEEDOMETER READING columns are to be used only when distance between points cannot be determined by fied mileage or official highway map.

Pursuant to the provisions and penalties of Chapter 155, Acts 1953, | hereby certify that the foregoing account is just and cormect, that the amount claimed ks legally due,

alter allowing all just credits and that no part of the same has been paid.

Date
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Grant Funds and Educational Fees
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|IC 20-26-4-1 concerning duties of the School Corporation
Treasurer, states in part: "The treasurer is the official
custodian of all funds of the school corporation and is
rﬁspfonsoilble for the proper safeguarding and accounting for
the funds .. ."

All grant monies and properly authorized fees at an
individual building should be transferred to the School
Corporation Central Office on a timely and regular basis for
receipting into the appropriate school corporation fund.

The School Corporation Attorney should provide written
guidance concerning whether fees are appropriate in
regards to Con