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SBOA is OPEN for business, willing to take calls during business hours,
and respond to emails as quickly as we can.

Please don’t hesitate to contact us via email or phone:

& Schools.townships@sboa.in.gov

=y
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317-232-2512
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v Executive Orders

v Memos

March 12, 2020
March 16, 2020
March 31, 2020
April 03, 2020

v Directive 2020-1
v Directive 2020-2

e v Questions and Answers
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5. Public Meetings/Open Door Laws

Public meetings conducted pursuant to Ind. Code § 5-14-1.5 ef seq. should be limited
to only essential matters critical to the operations of the governmental agency or entity
for the duration of this public health emergency;

All specific statutory deadlines requiring a governing body to meet during the public
health emergency are suspended for the duration of the emergency insofar as
cancellations do not disrupt essential government decisions or services or when
meetings are otherwise required by federal law;

All governing bodies of public agencies may suspend the requirement of explicitly
adopting a policy for electronic participation and reduce the number of members
required to be physically present to one member only (See Ind. Code § 5-14-1.5-
3.6(c), (), (2) & (h)). Entities should also adhere to the CDC guidance on gatherings

and make efforts to allow the public to participate electronically, if feasible. All other
provisions of Ind. Code § 5-14-1.5 ef seg. remain in effect;
All governing bodies of public agencies may post notices and agendas for meetings

solely by electronic means for the duration of this public health emergency; and

Any political subdivision or entity subject to the provisions of Ind. Code § 5-14-1.5-
3.5 may comply with the provisions of section 3.6 as modified by this Order in
conducting public meetings for the duration of this public health emergency.

Indiana State Board of Accounts 2020
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SBOA INFORMATION ON CORONAVIRUS
Please see the Memos linked below.

Policy Regarding Coronavirus 3-12-2020

Coronavirus Items to Consider 3-16-2020
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MEMO — Policy Regarding Coronavirus —
March 12, 2020

STATE OF INDIANA

AN EQUAL OPPORTUNITY EMPLOYER STATE BOARD OF ACCOUNTS
302 WEST WASHINGTON STREET

fer ROOM E415

g INDIANAPOLIS, INDIANA 46204-2765

Consult your attorney

MEMORANDUM

March 12, 2020

Re: Policy for Coronavirus

Dear Officials,

We have received several questions regarding the Coronavirus (COVID-19) and its impact on

u u u u governmental activities. Currently the questions are cenlering on disruption of travel, work environment,
and employee benefils/compensation.
We uge goveming bodies ln work in the very near fulure with their altorneys to develop a policy specific
t It should those items that could be of concern in the
c,clrnmg manths. We would advise that this policy have broad language that may reference more specific

materials so that the policy does not need 1o be constantly updated and approved to address the quickly
changing real-ime issues. The policy should be adopted through normal processes as provided by

statute, including public meetings. IC 5-14-1.5-5(d) p for gs if those become
necessary. Also, if you have collective bargaining, do not forget bm the agreement’s impact
We will not take audit exception to these policies and resulling responses that are due to the Coronavirus.

We will be providing in a separate co Monday and items to

Please confinue lo send any questions o the Direclors, they may be reached at 317-232-2512

« (Can prevent changes/amendments e

Sincerely,

P © heyet
Paul D. Joyce, CPA
State Examiner

Indiana State Board of Accounts 2020
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March 12, 2020
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Emergency Meetings
« IC 5-14-1.5-5(d) _—
* Time requirements for posting don't apply

Dear Offici

e have ecawe-:sevealques eq g Corfx\ r\-uCDVID Qbandts.mpat!c

« Still have to give notice T S

urge governing bodies to work in the very near future with their attorneys o d pmcy specific
lom:scmvgng mssmg uabm It should incorporat mmw Mcwsdbco(cm in the
coming months, We would advise that this policy have broad language that m e specific
mmaswmmmwmmlmwmms ?ymdaman aow-met ada m quickly

L o . L changing real-ime issues. pobcyshaddbu-:opesum ugh nwrnapnxgssesas ovided by
statute, i ndudngpu eergs IC 5-14-1.5-5(d) provides for emergency mestings if those become
necessary. Also, yu.lh ave collectiv Daga ng. da not farget to consider the agreement's mmpact

Wee will not take audit exception to these poiices and resulting responses that are due to the Coronavirus.
Wee will ba providing in a separate communication Manday suggesbons and dems to consider

Please continue to send any questions 1o the Directors, they may be reached at 317-232-2512

The wellbeing of our ciizens is paramount to us al

Collective Bargaining Agreements o
« Don't forget to take CBA's impact into
consideration

Indiana State Board of Accounts 2020
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STATE OF INDIANA
AN EQUAL OPPORTUNITY EMPLOYER

.......

Audits -
« SBOA will not take audit exception to St

Dear Officials,

We have received several questions regarding the Coronavirus (COVID-19) and its impact on
governmental activities. Currently the questions are centering on disruption of travel, work environment,

these policies & resulting responses that o mp————

1o this emerging pressing situation. It should incorporate those items that could be of concem

coming months, We would advise that this policy have broad language that may reference more specific
materials so that the policy does nol need o be constantly updated and approved o address the quickly
changing real-ime issues. mmmmmm mthvmdprmsﬁaﬁp’uvdedby
statute, including public meetings. IC 5-14-1.5-5{d) provides for emergency meetings if those become

[ ]
are due to the coronavirus e
We will not take audit exception to these policies and resulting responses that are due io the Coronavirus.

We will ba providing in a separate communication Monday suggestions and items 1o consider
Please continue lo send any questions 1o the Directors, they may be reached at 317-232-2512.
The wellbeing of our cilirens is paramount 1o us all

Sincerely,

b O ket

Paul D. P

State Examiner

Indiana State Board of Accounts 2020
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STATE OF INDIANA

AN BEQUAL OFRORTUNITY EMPLOYER STATE BOARD OF ACCOUNTS
302 WEST WASHINGT ON STREET
Fuiind ROOM E415
INDHANAPOLIS INDIANA 46204-2765

-, = SBOA Guidance should not be taken as

FROM: Paul D. Joyce, CPA, Stale Examiner

B e s restrictive

DATE: March 16, 2020

TO: All Units

Provided are suggestions and items to consider as refermed 1o in the memorandum provided on March 12
2020

R must be stressed the urgency o both monilor and address situalions as they arise. This is a very fluid

R SR e Monitor and address situations as they

I it is determined that there are needed actions that do not need a formal policy o that there are actions
that should be done in conjunction with a formal policy . as long as there is written evidence that a governing
body is appropriately approving actions in an appropriate forum, those are acceptable.

n
For example, school boards who decide lo pay employees when schools are closed or impose specifc
directives or procedures in response o the coronavirus epidemic should do so in a public meeling and the
board's action must be in writing. The written action of the board may be in the form of a resalution or board a rl se
meeting minutes. It is nol necessary to do a formal board policy as this action will be temporary and not
one that will be ongoing and continuous in the future.

Any policies/actions should have in mind to maintain operations of government as normal or near nomal
as possible while maintaining the wellbeing of governmental employees and the public.

Here are some items Lo considerwhen developing policies/actions for personnel specific to the coronavins:

u n n
What will be done regarding compensation and leave time of employees if there is a mandatory closume o
the building? I there is already normally schaduled time off, such as spring break, then for that period of

time compensation and leave would be proceed as normal. For mandatory closure outside of nomaly
scheduled time off then guidelines specific to the emergency situation would come into eflect

First to consider, is there specific guidance regarding the coronavirus: by the U.S. Department of Labor
(DOLy?

DOL website is recommending revew of leave polickes and consideration of increased flexibdity. Q& A
regarding pandemics and the fair standards labor act as well as the family medical leave act can be found
al dol.goviagencies/whd/pandemic

Indiana State Board of Accounts




MEMO — Coronavirus ltems to Consider —
March 16, 2020

STATE OF INDIANA
AN UAL OFFOR

TUSTIV ENFLOYVER STATE BOARD OF ACCOUSTS
302 WEST WASHINGT ON STREET
ROOM E4IS
INDLANAPOLIS, INDEANA 46204-2765

232,35

ritten polices/actions
e i - Maintain operations as normal as

RE Rems to Consider when G g Bodies are Developing Actions/Poiicies Regarding Coronaninus

MEMORANDUM

DATE: March 16, 2020

.
rwoedafosmmlmm&unslocmuwbﬂeclonmmunormmprmonmarcmz po S S I b I ( !
2020

R must be stressed the urgency lo both monilor and address silualions as they arise. This is a very fuid
bodies will need 1o be fexible in their approach. Any gusdance

e e B - Maintain wellbeing of employees &

I it is determined that there are needed actions that do nol need a formal policy or that there are actions
that should be done in conjunction with aformal policy , as long as there is written evidence that a governing
body is appropriately approving actions in an appropriate forum, those are acceplable

For exampie, school boards who decide o pay empioyees when schools are closed of impose specifc
directives or procedures in response 1o the coronanirus epidemic should do so in a public meeling and the
board's action must be n witing. The written acton of the board may be in the form of a resclution or board
meeting minutes. It is nol necessary 1o do a formal board policy as this action will be temporary and nd

one that will be ongoing and continuous in the future.

Nwwﬂmaﬂmamldmnmmnmwxwdgowmaamamm
as p while g the weilbeing of governmental employees and the pubilic

Here are some items 1o consider when developing policies/actions for personnel specific 1o the coronavins:

What will be done regarding compensation and leave time of employees if there is a mandatory closure of
the building? If there is already normally scheduled time off, such as spring break, then for that period of
time compensation and leave would be proceed as normal. For mandatory closure outside of nomaly
scheduled time off then guidelines specific o the emergency situation would come into eflect

First to consider, is there speciic guidance regarding the coronanirus by the U.S. Department of Labor

(DOL)?

DOL website is recommending review of leave policies and ch 1ol di Q&A
pand: and the Gir Immaswdlaslhehmi;wbaw'aclmmm

al dol_gov agencies/whd/pandemic
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MEMO — Coronavirus ltems to Consider —
March 16, 2020
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Items to Consider
- Payroll

» DOL guidance

o Recommended review of leave policies & increased
flexibility
ol.gov/coronavirus

ol.gov/agencies/whd/pandemic

What work can be done remotely / what needs to be done
at a government location

Indiana State Board of Accounts 2020
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Items to Consider

- Compensation & leave time — mandatory closing of
office/building

- Trade days off

. Establishing the number of employees that can be in certain
areas

- Who makes decision for remote work; mayor, council,
department heads, etc.

- Security of records / assets taken off site

Indiana State Board of Accounts 2020



MEMO — Coronavirus ltems to Consider —
March 16, 2020
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Items to Consider

- What if employee can't work at home
» How will employees be paid
» SBOA will not take audit exception to extension of
paid leave time that is in accordance with allowable

approved policies/actions and provisions
» Tracking costs

» Important if Feds reimburse your city/town

Indiana State Board of Accounts 2020
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Items to Consider

During a health crisis a broader reading of statutory uses is

permissible.

SBOA Will not take audit exception if:

- Executive orders are followed.
Policies are adopted in a public meeting to approve
expenditures.
Has legal opinions documented.
The policies adopted explains the need is to address the
economic effects of the public health crisis.

Indiana State Board of Accounts 2020




MEMO — Continuity of Essential Operations —
April 3, 2020
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Items to Consider

What will we do if key personnel are unable to work?

Consider rotating duties, teaching other employees
important functions.

FEMA Continuity Resource Toolkit

https://www.fema.gov/continuity-resource-toolkit

Townships should have their designee informed! IC 36-6-4-18

Indiana State Board of Accounts 2020
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Items to consider

* Designating individuals to fill in for the fiscal officer

* Developing a Delegation of Authority

* Contact banking representative

* Provide desighated individuals contact information

* |dentify Essential tasks

* Provide employees with equipment to work from home.
* Interlocal Cooperation may be helpful.

Indiana State Board of Accounts 2020
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Document policies/actions in writing
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State Examiner Directive 2020-1

STATE OF INDIANA

; AN EQUAL OFPORTUNITY EMPLOYER STATE BOARD OF ACCOUNTS
302 WEST WASHINGTON STREET
fornd ROOM E418

INDIANAPOLIS, INDIANA 46204-1765
Telephone: (317) 131-2513

Timely Deposit of Funds

STATE EXAMINER DIRECTIVE 2020-1

Date: March 18, 2020

Subject: Timely Deposits and the Claims Process

Authority: IC 5-11

Application: This Directive applies to all local governmental units

From: Paul D. Joyce, CPA, State Examiner

]
r ova 0 a I m s State Examiner Memorandums titled Policy Regarding Corena Virus dated March 12, 2020, and Corona Virus ltems to
Consider dated March 18, 2020, are hereby incorporated by reference into this Directive.

During the time of this Public Health Emergency, local governmental units may need to adjust normal procedures for the
timely deposit of funds and the approval of claims. The State Beard of Accounts will not take audit exception to the
following alternative procedures for the timely deposit of funds or the approval of claims.

Timely Deposit of Funds. Indiana Code 5-13-8-1 governs the procedure for the deposit of public funds and is stillin
effect during this time of emergency. However, the State Board of Accounts will not take audit exception if the governing
body approves the frequency for deposit of public funds to be limited to two times per week. The approval of the
goveming body must state that the deposits will be made on Tuesday and Thursday and require the public funds to be
secured on those days when a deposit is not made. As abways, proper internal controls must be in place to safeguard
the asseis of the unit.

Approval of Claims. Indiana Code 5-11-10 governs the claim approval process and is still in effect during this time of
emergency. However, the State Board of Accounts will not take audit exception if the governing body uses the following
procedures:

1. The governing body may designate one of its members to approve claims for payment in advance of board
allowance. The board must allow those claims at its first meeting after the Public Health Emergency has
ended.

2. For those units of government which have statutory authority to adopt an ordinance for the preapproved
payment of claims, the board may provide written approval to the fiscal officer to pay certain claims during
the Public Health Emergency. The board must allow those claims at its first meeting after the Emergency
has ended.

This Directive will be i upon Decl ion by the that the Public Health Emergency has ended.

Sincerely,

Pl D.M

Paul D. Joyce, CPA
State Examiner

Indiana State Board of Accounts
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Timely Deposit of Funds

« Document board’s decision to limit frequency to
two times per week

« Secure funds on days not deposited
* Document procedures

https://www.cleanpng.com/png-piggy-bank-savings-account-money-piggy-bank-951055/download-png.html

Indiana State Board of Accounts 2020
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Designation of Board Member to approve Claims

Document in writing designation of governing body member

Document in writing procedure to be used by the governing
nody member to indicate approval

Allowance of Claims

First meeting after the Public Health Emergency has ended

Indiana State Board of Accounts 2020



Directive 2020-2 APPLICATION FOR TOWNSHIP

ASSISTANCE

Township Assistance Application

(TA-1)

Application for Additional or
Continuing Township Assistance

(TA-1B)

Indiana State Board of Accounts

TATE OF INDIANA

AN EQUAL OFFORTUNITY EMPLOYER STATE BOARD OF ACCOUNTS
302 WEST WASHINGTON STREET
BN E4LS

INIHANAPCLIS, INDLANA 46504

Telephone: (317) 252.2813
Fax: | 1
Weh Site: wanw_in.gov/shoa

STATE EXAMINER DIRECTIVE 2020-2

Data: March 20, 2020

Subject: Application for Township Assistance

Awuthornity: IG 5-11-1-2; IC 12-20-6-1

Applicaton: Thig Directive applies to all Township Trusiees
From: Faul D. Joyce, CPA, State Exarminer

State Examiner Memorandums titled Policy Regarding Corona Virus dated March 12, 2020, and Corona Virus Rems
to Consider dated March 18, 2020, are hereby incorporated by reference into this Directive.

Dwring the time of this Public Health Emergency, Township Trustees may need to adjust normal procedures used 1o
complete and document the Application for Township Assistance (Township Form TA-1) and the Application for
Additional or Continuing Township Assistance (Township Form TA-IB)

Indiana Code 12-20 govemns Township Assistance and i still in effect during the Public Health Emergency.
However, the State Board of Accounts will not take audit exception 1o the Township Trustee or designated deputy
asalsting the applicant in the completion of the Application for Township Assistance or the Application for Additional
or Continuing Township Assistance by talephons o other dighal methods.

In addition, the State Board of Accounts will not take audit exception to the fallowing altermative procedures
regarding applicant signabwre linea on the Application for Township Assistance.

Motice of Public Law. If the applicant cannot provide a signature or electronic confirmation that the
applicant has read the Nobice of Public Lew, the township trustee or designated deputy may read the Motice
of Public Law to the applicant by telephone. The township trusiee or designated deputy must indicate on
the Signature of Appiicant line: 1, [name], Township Trustee/deputy of Tewnship read the Notice
of Public Law to the applicant by telephone” The Township Trustee/deputy should affix hes or her signature
to thes statement.

Affidavit. If the applicant cannot provide a signature or electronic confirmation of the centifications reguined
in the Affidawit secton, the township trustee or designated deputy may read the Affidavit to the applicant by
telephone. The township trustee or designated deputy must recaive an affirmative answer from the
applicant for each cartfication contained in the Affidavit saction. The township trustes or designated deputy
must indicate on Signature of Appicant ine: “The applicant affirmed each statement contained in the
Affidavit to e, Township Trusteedeputy of __ Township, by telephone.” The Township Trustesideputy
should affix his ar her signalure o this statement

Alen, the State Board of Accounts will not take audit excepiion to the following altermative proceduras regarding
applicant signature lines on the Application for Additional or Continuing Township Assistance.

Affidavit. i the applicant cannot provide a signature or electronic confirmation of the certifications requined
in the Affidawit secton, the township trustee or designated deputy may read the Affidavit to the applicant by
telephone. The township trustee or designated deputy must recaive an affirmative answer from the
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IC 12-20 governs Township Assistance
* May need to adjust TA -1 or TA-1B

* May assistant applicants by telephone or other digital
methods

Indiana State Board of Accounts 2020
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* Alternate procedures regarding signature lines

* Application for Township Assistance

* Notice of Public Law
e Affidavit

Indiana State Board of Accounts 2020
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* Alternate procedures regarding signature lines

* Application for Additional or Continuing Township Assistance
« Affidavit

Indiana State Board of Accounts 2020
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eDirective 2020-2 will be rescinded

upon declaration by the Governor that

the Public Health Emergency has
ended

Indiana State Board of Accounts 2020
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Township Assistance Application 2
*

* Modified Application

* https://indianatownshipassoc.org/wp-

content/uploads/2019/10/memo-temp-
application.pdf

Indiana State Board of Accounts 2020
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* Bored at home? Get an audit!

* We are auditing units remotely and ’l!'r)w

taking requests for audits. - Tigl S

* |t is a great time to get an audit.

* Avoid being interrupted once everything gets
back to normal.

Indiana State Board of Accounts
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Chase Lenon, CPA

Jonathan Wineinger
Directors of Audit Services

& Schools.townships@sboa.in.gov

(& 317-232-2512
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