INDIANA STATE BOARD of
ACCOUNTS

NEWLY ELECTED OFFICIALS
TRAINING

Boot Camp - January 2024

Indianapolis



Fiscal Duties and Other Items




City/Town Fiscal Officer Duties
IC 36-4-10-4.5

Clerk-Treasurers: 3 class Cities

IC 36-4-10-5

Controllers: 2nd class Cities

IC 36-5-6-6

Clerk-Treasurers: Towns




City/Town Fiscal Officer Duties

As a city or town fiscal officer, duties include:

v Receive and care for all city/town money and pay the money out
only on order of the approving body

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

vManage the finances and accounts and make investments

v Prepare budget estimates




City/Town Fiscal Officer Duties

Fiscal officer duties continued:

vIssue licenses and collect fees fixed by statute or ordinance
vServe as clerk of the legislative body (council) by attending
meetings / recording its proceedings

vServe 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




Additional Items

-orms

Recelpt Process
Disbursement Process
Bank Reconcilement
Internal Controls
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Prescribed Forms

Town Farm No. 3% (Rev. 12851
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Approved Forms R -

An approved form

AccuFund sample
[ ] year To Date Actual Ledger for Period Ending &/30/2010
P D s JE Ref T _— Debi . Bal
l S a o Dot 000 1000 00 Cash - Federal Bank and Trust Beginning Balance (6,883_9‘3)
c e rl Z 232008 AP 0000101 Advamage Laser Products 20.00 {6.913.99)
Partial recei
713142009 AE aooo102 Advantage E;ser Products 10.00 {6.923_99)

Partial receipt
7131/2009 AP onoo103 Public SeMue of Colorado 230.15 (7.154_14}

fo rm f ° 753112009 AP 0000104 hcng:‘lson Jagn T 1.000.00 (8,154.14)
sulting ervices
S p e ‘ l l l 11/04/2009 AP Qooo0105 ;;d\.*a;tage L aser Products 10.00 (8.164.14)
artial receipt
11/0472009 AP pODO0T AccuFund, Ine- 9,600.00 (17,?64,14)
Partial Shipment of Software
1140442009 AP 0000109 Twenty Pines Resources, INc. 3,995.00 (21_?59.14)
uter Software

(]
u S e l n ; ! o 41/04/2009 AP ponoD110 AecuFund, nc. 2,015.00 (24,774 14)
Some softwarse
a r l ‘ u l r 1140472009 AR 0000111 AccuFund, Inc. 1,000.00 {25,774,14}
117042009 MNP 0000112 AccuFund, Inc. 1,090.00 {26,854,14)
Accounting Software

41/07/2009 AP pooo110 AccuFund, Inc. 3,015.00 (23,849, 14}
Woid check Qooo110
1140772009 AP 0000113 punson, Jehn T 100.00 (23,949, 14)

Refund for something

11/07/2009 AP aoootid AccuFund, Inc- 1.000.00 (24,949_ 14}
Some software

11/08/2002 AP 000000E 50.00 (24,899. 14)

11/14/2009 AP 0000115 1st Mational Bank of Jefico 2420 (24,923.34}

supphes

11/14/2009 AP Qooo116 AccuFund, Inc. 1,000.00 {25,923_34)
Some software

11/14/2009 AP Qoo0117 AceuFund, Inc. 1,000.00 (26,923_34}

11/15/2009 AP 0000118 AccuFund, Inc. 200.00 271 23.34)
Software

11/16/2009 i Qooo119 AccuFund, nc- 1,015.00 (281 38.34)
Some software

1141672002 AP poD0120 Colorado Custom Decks 2.000.00 {30.1 38.34)
Mew Deck

1101652009 AP 0000120 Caolorado Custom Decks 2 000.00 (28,138,34)

woid check pOD0D120




Prescribed vs. Approved Forms *

Cities and towns are required to use the forms prescribed by the State
Board of Accounts in the manner set forth by the Manual and/or
Bulletins.

However, if it is desirable to use a different form or to have a

prescribed form modified to conform to your local conditions, you
can have the form “approved”.




Prescribed vs. Approved Forms

The approval process is described in
the Cities & Towns Manual ,
Chapter 1, page 1-1

« Maintain a log of forms replacing
prescribed forms & present during an
audit for approval.

2017
Chapter 1
PRESCRIBED FORMS, TAXES, GENERAL INFORMATION, LOCAL POLICIES, AND DEPOSITS AND
INVESTMENTS
PRESCRIBED FORMS

A prescribed form is one which is put into general use for all offices of the same class, whereas an
approved form is a computerized form for special use in a particular office.

Although the SBOA prescribes forms, copies of forms must be purchased from a public printer or
other source.

Many computer software programs can create exact replicas of prescribed forms. Exact replica
may be used as a prescribed form. If it is desirable to use a form other than a prescribed form that is not
an exact replica, the new form must be approved.

For any form that is to be approved, the unit can start using the form as they have it ready. A log
of these forms must be kept indicating the form it replaced and the effective date of the new form. At the
beginning of an engagement, this log must be presented to the examiner.

New forms must be in place during at least one engagement and must not be an element of a
finding or result and comment that is responsible or partially responsible for an exception found during an
engagement to be considered approved. The unit is responsible for placing on new forms the year of
installation in the upper right corner. This reference should be similar to “Installed in [Name of Unit], (20xx).”

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

1 The forms installed are subject to review andlor reco ions during er of the
unit to ensure compliance with current laws and uniform compliance guidelines.

2, 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 unit's computer system with
sufficient controls installed in the system to prevent unauthorized generation of the form or
duplication of numbers.

3. All receipts must be either in duplicate or recorded in a prescribed or approved register of
receipts.

4, All checks must be either in duplicate or recorded in a register of checks generated by the
computer

5 In the event a change is required due to the passage of a State or Federal law or a change in
uniform compliance guidelines, the unit agrees to implement the change in a timely manner.

Officials and employees are required to use prescribed and approved forms in the manner
prescribed.

11




Accounting Forms & Records

Most Common City/Town Forms:

Ledger of Receipts, Disbursements, and Balances
Accounts Payable Voucher (claim)

Receipt

Warrants / Checks

Payroll Schedule and Voucher

Employee’s Earnings Records

Employee’s Service Records

Purchase Order

Mileage Claim
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Recelpt Process

“Receipts shall be issued and recorded at the time of
the transaction.”

(Accounting and Uniform Compliance Guidelines Manual for Cities and Towns, Chapter 1)

Prescribed by Stale Board of Accounls Town Form Na. 217 |:R|.-\.r. 199?)
RECEIPT
OFFICE OF TOWMN CLERK-TREASURER
[ ]
Prescribed: S
. pmeant | et | pemeet | Ameont | Aot Other
* City Form No. 203A O —
RECEIVED FROM ]
¢ TOW N FO 'm N O. 2 1 7 THE SUM OF . q_‘rl BOLLARS
ON AGCOUNT OF P ""i"@‘l f l:l._'f" ] = e
e General Form No. 352 SAM
"JR:'x:: EEEEEEEE




Recelpt Process

FORM PRESCRIEBED BY STATE BOARD OF ADCOUNTS

GEMERAL FORM NO. 352 [REV. 1007

RECEIPT 1
Hame of UNIT, AGENCY, BOARD OR DEPRRTRMENT
FUND Paysarnt Typa @ Amcunl
Treal Tt
Cash CheckDrah [ Eark Card BT
Ament Ao Azt Amoust Aummurt Onhar

RECEIVED FROM

THE SUM OF - DOLLARS
T T )
ON ACCOUNT OF e L
ALTHOALZED SOHATURE
FORM PRESCRIBED BY STATE BOARD OF ACCOUNTS GEMERAL FORM WO 353 (REV. 10T
RECEIPT 2
FHame ol ONIT, AGENCY, BOARD OF DEPARTRMENT
FUND Payant Typa @ Amaunl
Tl g
Cash Chia Orah ) Bark Card BT
, IN AT Afdu! ALt Aauil At O
RECEIVED FROM 5
oy
THE SUM OF _— 1 ] DOLLARS
-~ gy
OGN ACCOUNT GF .

AUTHORIZED SMONATURE

FORM PRESCRIBED BY STATE BOARD OF ACCOUNTS

GENERAL FORM RO 352 (REV. 1947

RECEIPT 3
Hame of UNIT, AGENCY, BOARD OR DEPARTMENT
FUND Payant Typa @ Amaunl
TRl Ty
Cash ChackDrah [ Eark Card BT
N Aamauit Ausmauinl At Amauint Amaniit O
RECEIVED FROM &
THE SUM OF DOLLARS
— T} oy
ON ACCOUNT OF ¥

AUTHORIZED SMONATURE

4:*’;—’?\-*%
* Iy T

General Form No. 352




Receipt Process
IC 5-13-6-1(d)

= Requires deposit of funds not later than the next

business day following receipt of the funds into one of
the city or town’s depositories.

Exception. IC 5-13-6-1(qg)

= A city/town is not required to deposit funds by the
next business day if the funds on hand do not exceed
$500.
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Disbursement Process

IC 5-13-5-2
= All warrants shall be drawn by the fiscal officer directly against a depository. A copy of

the warrant shall be attached to each warrant when drawn. The copy of the warrant
shall be readily detachable and shall show the following information:

= The number of the warrant.

= The date and the amount of the warrant.

= The name of the payee.

= The purpose of the warrant.

= The name and office of the drawer.

= The fund and the appropriation upon which the warrant is drawn.

= No other individual has the authority to sign in place of the fiscal officer.

= Only your Deputy can sign on your behalf.




Bank Reconcilements

IC 5-13-6-1(e)

= Requires reconcilement at least monthly the balance

disclosed in your records with the bank statements provided
by your financial institutions.

Without such a reconcilement, you won'’t truly be able to know how much
money your city/town has available.

= Necessary in order to make good financial decisions.




Internal Controls
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Internal Controls

A Why internal controls?

\

N

What are internal controls?
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Internal Controls — What Are They?

- Internal control is a process executed by officials and employees that is
designed to provide reasonable assurance that the objectives of the political
subdivision will be achieved.

- It is a basic element fundamental to the organization, rather than a list of
added on tasks;

- It is an adaptable process that is a means to an end, not an end in itself;
- Itis focused on the achievement of objectives; and

- It is dependent on officials and employees for effective implementation.
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Internal Controls — What Are They?

- Organizational roles are important

- All members of a city or town, including elected officials, board members, and
employees full fill a role in the internal control system

- Leadership is key — the tone is set at the top

- Clear support from leadership engages a successful, effective internal control
system




Internal Controls — What Are They?
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Five components of internal
control

The five components of internal control as
described in the COSO framework are as follows:

— Monitoring

— Information and
Communication

Information &
Communication

Activity 1

— Control Activities

Control-Activities
— Risk Assessment

Risk Assessment .
— Control Environment

Control' Environment




Internal Controls — What Are They?

TR R

Objective Controls Controls Objective
identified designed In place achieved

Source: GAQ. | GAC-14-704G
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Indiana Code 5-11-1-27(e):

“. .. the state board of accounts shall define . .. the acceptable minimum
level of internal control standards and internal control procedures for internal
control systems of political subdivisions, including the following:

1) Control environment.

Risk assessment.

Control activities.

Information and communication.
(5) Monitoring.

The internal control standards and procedures shall be developed to promote
government accountability and transparency.”

2
3

(
(
(
(4

)
)
)
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Internal Controls
Indiana Code 5-11-1-27(g)

“. .. the legislative body of a political subdivision shall ensure that:

(1) the internal control standards and procedures developed
under subsection (e) are adopted by the political subdivision;
and

(2) personnel receive training concerning the internal control
standards and procedures adopted by the political
subdivision.” [Emphasis added]




Internal Controls e

Indiana Code 5-11-1-27(c) defines “personnel”:

“

... 'personnel” means an officer or employee of a political
subdivision whose official duties include receiving, processing,
depositing, disbursing, or otherwise having access to funds
that belong to the federal government, state government, a

political subdivision, or another governmental entity.” [Emphasis
added]




Internal Control Training

www.in.gov/sbhoa

Navigate to ‘cities’ or ‘towns’
Scroll down to Internal Control Standards ~

Then Tra I n I ng e Emphasizes importance of quality inforrﬁlé.ti.oinl-

- Volume and sources
Fi n d th i S - Complexity of processes
- Technology advanceq

- Greater interaction with 3™ party vendors

https://youtu.be/LONS8OPBbPHQ
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Internal Control Certification

T &

1 - Trammg e’

Documentation of
“personnel” receiving
training concerning
internal control
standards &

procedures as required

by IC 5-11-1-27(g)(2)

INTERNAL CONTROL TRAINING CERTIFICATION
FOR ELECTED OFFICIALS, APPOINTEES, AND EMPLOYEES

I, . the duly elected, appointed, or employed
(print name)

for certify that 1
(position or title) (political subdivision)

received the following training concerning internal controls standards and procedures as required

by Ind. Code § 5-11-1-27(g)2):

Title of Training Time Spent

Date:

Signature

* This certification may be printed, signed, and retained in paper form or electronically. If
signed electronically, the elected official, appointee, or employee must designate his or her
signature by typing the last four (4) digits of their Social Security number in the signature line.




Internal Control Certification #2 - AFR "=
Indiana Code 5-11-1-27(h):

“ .. the fiscal officer of a political subdivision shall certify in writing
that:

(1) the minimum internal control standards and procedures

defined under subsection (e) have been adopted by the
political subdivision; and

(2) personnel, who are not otherwise on leave status, have

received training as required by subsection (g)(2). [Emphasis
added]
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Internal Control Certification #2 - AFR
Indiana Code 5-11-1-27(h) continuea :

“. .. The certification shall be filed with the state board of accounts at
the same time as the annual financial report required by section 4(a) of
this chapter is filed. The certification shall be filed electronically in the
manner prescribed under IC 5-14-3.8-7.”

The following must be filed with the Annual Report per IC 5-11-1-27 (h).

| certify that my unit has adopted the minimum internal control standards as required per IC 5-11-1-
27(e).

Yes No

If yves, | certify that all personnel defined by IC 5-11-1-27(c) received training conceming the intermal
control standards adopted by my unit.

Yes No




Internal Controls — What To Know Now?

Know if your council has Watch the internal
adopted minimum control video on our
standards website - once

AFR - answer
questions /
certification

Document controls in
writing
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Contacts — Public Access Counselor Yl By

Website: www.in.gov/pac &sT, 19
Phone: 317-234-0906

JPINGOV  An official website of the Indiana State Government

Indiana Public Access Counselor

MENU




Contacts — Indiana Archives & Records Administration

Website: www.in.gov/iara
Phone: 317-232-3380

PINgov

i,‘;ﬂ,‘,;;‘; Indiana Archives and Records Administration

A 1ARA
About Us
Contact Us
Explore the Indiana State Archives
News and Events p
The Indiana State Archives collects, preserves, and makes available historical and evidential material relating to the state of Indiana. These records date from the territorial period to
Divisions the present.
. . A~ _ _ 7 S =
Services For Public Archives Collections From the Vault Blog

Services For Government

(] i= CA Electronic Records 192 State Records D State ImaEing& =d Records
Publications Training Program Center Microfilm Lab Retention

IARA offers a constantly-expanding collection of handbooks, guides, brochures, posters, bulletins, and other material to help state

agencies and county/local offices with managing their records and using our services. The following are either updated or brand
new for October and November 2023!

* QuickLinks: | IARA News || Closed School Records || State Forms Catalog | State Retention Schedules || County/Local Retention Schedules | Record Series Search

State Records Management

» State Records Manager Handbook (minor updates to language about critical records to match our new Critical Records
Guidance)

County/Local Records Management




Contacts — Indiana Department of Labor s

Website: www.in.gov/dol

Wage & Hour Division
317-232-2655

U.S. Department of Labor
www.dol.gov
317-226-6801

PINgOY

@ Indiana Department of Labor

# DOL

About the Department of Labor

Pay IDOL Online

Boards & Commission

Media

Publications

Required Employer Posters

Coronavirus (COVID-19)

Recognizing Excellence

Governor's Workplace Safety Awards

Alliances & Partnerships

Public Event Calendar

Career Opportunities

En Espafiol

Rulemaking Docket

DOL Divisions

I0SHA

()

000

(] <]

BUU-341-UDINA (D144)

Slope It. Shore It. Shield It.

Don't Take Chances With Trenches

Learn More

Click here to file a workplace safety or heath Not getting paid for hours worked?
complaint with IOSHA
File a wage claim now!
File an IOSHA Complaint

Need help fixing your workplace safety plan? Say YES to no more work permits.

Schedule a free and confidential consultation! Learn more about the Youth Employment System

Welcome to the Indiana Department of Labor

The mission of the Indiana Department of Labor is to advance the safety, health and prosperity of Hoosiers in the workplace. In order to make significant strides in achieving our
mission, we emphasize both enforcement and voluntarv compliance for emplovers. Our office administers the IOSHA program, state wage and hour and vouth emplovment laws,




Contacts — Indiana Department of Revenue R BN

Website: www.in.gov/dor &sT. 19

' I N _g ov @ Indiana Department of Revenue Tax Forms Careers Subscribe to Our Blog Contact Us Q

SEARCH

[ 5] L] ] = Online Services IWantTo~ FAQs ~ Find an Agency Gov. Eric ). Holcomb

Contact Phone Numbers by Tax Type ] # DOR > ContactUs » Contact Phone Numbers by TaxType

Tax Type Division Phone Number
Aircraft License Excise Tax Special Tax & Support Administration 317-615-2544
Alcoholic Beverage Tax Special Tax & Support Administration 317-615-2710
. Auto Rental Excise Tax (MVR) Customer Service-Customer Contact 317-233-4015
www- I n -gov/d o r/3473 ] htm Cigarette Tax Special Tax & Support Administration 317-615-2710
Cigarette-Tobacco Bond, Licensing Special Tax & Support Administration 317-615-2710
Cigarette Stamps Special Tax & Support Administration 317-615-2710
Cigarette Unstamped Complaints Special Tax & Support Administration 317-615-2710
Controlled Substance Excise Tax Special Tax & Support Administration 317-615-2710

e S e e e S A DTN 217 a3a A1an
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SBOA Contact Information et

Mitch Wilson & Beth Goss

Government Technical Assistance & Compliance Directors

cities.towns@sboa.in.gov
317-232-2513




	INDIANA STATE BOARD of ACCOUNTS
	Fiscal Duties and Other Items
	City/Town Fiscal Officer Duties
	City/Town Fiscal Officer Duties
	City/Town Fiscal Officer Duties
	Additional Items
	Forms
	Prescribed Forms
	Approved Forms
	Prescribed vs. Approved Forms
	Prescribed vs. Approved Forms
	Accounting Forms & Records
	Receipt Process
	Receipt Process
	Receipt Process
	Disbursement Process
	Bank Reconcilements
	Internal Controls
	Internal Controls
	Internal Controls – What Are They?
	Internal Controls – What Are They?
	Internal Controls – What Are They?
	Internal Controls – What Are They?
	Internal Controls
	Internal Controls
	Internal Controls
	Internal Control Training
	Internal Control Certifications
	Internal Control Certification #1 - Training
	Internal Control Certification #2 - AFR
	Internal Control Certification #2 - AFR
	Internal Controls – What To Know Now?
	Contacts – Public Access Counselor�Website: www.in.gov/pac        �Phone: 317-234-0906
	Contacts – Indiana Archives & Records Administration�Website: www.in.gov/iara               �Phone: 317-232-3380
	Contacts – Indiana Department of Labor�Website: www.in.gov/dol
	Contacts – Indiana Department of Revenue�Website: www.in.gov/dor�
	SBOA Contact Information�

