
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: 3rd 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:

Receive and care for all city/town money and pay the money out 
only on order of the approving body
Keep accounts showing receipts and disbursements
Prescribe payroll and account forms for all offices
Prescribe the manner in which creditors, officers, and employees 

are paid
Manage the finances and accounts and make investments
Prepare budget estimates



City/Town Fiscal Officer Duties

Fiscal officer duties continued:

Issue licenses and collect fees fixed by statute or ordinance
Serve as clerk of the legislative body (council) by attending 

meetings / recording its proceedings
Serve as clerk of city/town court if

o Judge does not serve or
o A court clerk is not appointed by the judge

Perform all other duties prescribed by statute



Additional Items

• Forms
• Receipt Process
• Disbursement Process
• Bank Reconcilement
• Internal Controls



Forms

Prescribed
Forms

Approved
Forms



Prescribed Forms

A prescribed form is one which is 
put into general use for all offices of 
the same class



Approved Forms

An approved form 
is a computerized 
form for special 
use in a particular 
office



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.



Accounting Forms & Records

 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

Most Common City/Town Forms: 



Receipt 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:
• City Form No. 203A
• Town Form No. 217
• General Form No. 352



Receipt Process

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(g)
 A city/town is not required to deposit funds by the 

next business day if the funds on hand do not exceed 
$500.



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



Internal Controls

Why internal controls?

What are internal controls?



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;

• It is focused on the achievement of objectives; and

• It is dependent on officials and employees for effective implementation.



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?



Internal Controls – What Are They?



Internal Controls
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. 
(2) Risk assessment. 
(3) Control activities. 
(4) Information and communication. 
(5) Monitoring. 

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



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
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/sboa
Navigate to ‘cities’ or ‘towns’
Scroll down to 
Then 
Find this 

https://youtu.be/L0N80PBbPHQ



Internal Control Certifications



Internal Control Certification #1 - Training

Documentation of 
“personnel” receiving 
training concerning 
internal control 
standards & 
procedures as required 
by IC 5-11-1-27(g)(2)



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]



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

“. . . 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.”



Internal Controls – What To Know Now?
Know if your council has 
adopted minimum 
standards

Watch the internal 
control video on our 

website - once

AFR – answer 
questions / 
certification

Document controls in 
writing



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

Wage & Hour Division
317-232-2655

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



Contacts – Indiana Department of Revenue
Website: www.in.gov/dor

www.in.gov/dor/3473.htm



SBOA Contact Information

Mitch Wilson & Beth Goss
Government Technical Assistance & Compliance Directors

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