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PREFACE

This Accounting and Uniform Compliance Guidelines Manual for Special Districts has been
prepared by the State Board of Accounts as a guide for fiscal officers of special districts to use in accounting
for the financial transactions of a special district.

The State Board of Accounts is required to establish in writing uniform compliance guidelines for
the examinations and reports required by IC 5-11-1. The uniform compliance guidelines must include the
standards that an entity must observe to avoid a finding that is critical of the entity for a reason other than
the entity's failure to comply with a specific law. Such guidelines must be distributed to each entity the
State Board of Accounts audits.

Even though a specific chapter may not be included covering your district, most of the uniform
compliance guidelines contained in Chapter 1 and Chapters 11 through 14 will apply to all entities audited
by this department.

We hope the manual helps you in fulfilling your duties and we welcome your suggestions on any
improvements we can make to the manual in the future.

Paul D. Joyce, CPA, State Examiner
Mike Bozymski, CPA, Deputy State Examiner
Tammy R. White, CPA, Deputy State Examiner



TABLE OF CONTENTS

CHAPTER 1
PRESCRIBED FORMS, TAXES, GENERAL INFORMATION, AND LOCAL POLICIES

CHAPTER 2
CONSERVANCY DISTRICTS

PUPOSES OF 8 DISIIICT .....eeiiiiiiiii ettt et e et e e et e e e e et e e e aabe e e e enneas
LY = Vo 1153 o1 =T o | SRR
L To U] o £ T4 =
Board of Directors — Compensation and Travel Expense Reimbursement ...........cccccovvveennineeeennee,
Board of DIreCtors - APPOINTMENTS .....coiuuiiiiiiiiie ettt e e et e e s b e e e e e
Official Bond - FINANCIAI CIEIK.......coiiiiiiii et
Board of Directors — CONtracts and LEASES ..........uueiiiiiiiiiiiiiiiet ettt e e ee e e e
DULIES O the BOBIT ....ooiiiiieieeee et e e e e e e s bbb e et e e e e e e b abreeaaeeeean
Prior APProval Of EXPENSES. .. ..uuuiuiiiiiiiiiiiiiiiii s
ISSUANCE Of REVENUE BONGAS ...ttt e e e e ettt e e e e s s s na e e ee e e e e e s annees
Rates or Charges as Lien - Sewage DiSPOSaAl .........ccooiiiiiiiiiiiiiiiic e
Campgrounds — RAtes fOr SEWAJE SEIVICE ... ...cciiiiiiiiiiiiiie ittt et e e sbeeeeeaae
Campgrounds — RAES DISPULES ........eiiiiiiiiei ittt ettt et e e st e e e abb e e e aabb e e e s anbreeeesbneeeeaae
(1S ([t o = T o
Powers and DULIES Of BOAIM ......c..oeiiiiiiiiiiiie e e e et e e e e e e st e e e e e e e snnanneeeeeeeeean
SPECIAI BENETIES TAX ..eiiiiitiiieiiiiiiee ittt ettt et e et e e e e e st bt e e e sabb e e e e aabb e e e e anbbeeeeanbaeeeeaaes
AdAIIONAI REVENUE ...ttt e e e e ettt e et e e e s e s b bbb e e e e ee e e s e abnbreeeeaeeeaaannnes
Cost of Establishing DIStrICL .........ccoooiiiiii e
ISSUANCE OF NOLES ...ttt e e oo e b bt e e e e e e e e s bbb e e e e e e e e e s s abnbneeeeeeeeaannees
Budget and TaX LEVY PrOCEAUIES..........uuuuiiiiii s
Operation and MaintenNanCe EXPENSES........ccociii i,
(070 ]|[=Tox 1 o] o o) I IF= (= TP PPPRR PP

Tax Statement ProCcesSing Charge .........oouuiiiiiiiii et
Exceptional BENefitS ASSESSIMEINTS ......i.viiiiiiiiie ettt ettt e e et e e e rnbee e e eneees
Cumulative MaintENANCE FUNG .........uiiiiiiiiiee et e et e e et e e e snbr e e e e sbeeeeeaae
Cumulative IMpProvemMeENnt FUNG ..........oooiiiiii et e et e e et e e e sbaeeeeaae
WALl SUPPIY SYSTEIMIS ...ttt e e e oo ettt e e e e e s e bbb et e e e e e e e s nnbabeeeaaeeeeannbneneeas
F Y a1 a1 F= L =T o o] 4 £ PP TP PPPPPPPRN

CHAPTER 3
REGIONAL WATER, SEWAGE AND SOLID WASTE DISTRICTS

O 1o = 11 F4= 11 o] o IR PPPRPRPN
PUDIIC MEELINGS OF HEAINGS ....ei ittt ettt et e e et e e et e e e anbee e e enaeas
[ 11 o] 0 YT R
Exemption from Requirement to Connect to Sewer System..........cccooviiiiiiiiiiiieeeen
Rules, ReSoIUtioNS and OFQINANCES.........ciiiiiiiie ittt st e et e e e snbee e e s neees
Adoption and ENforcement Of RUIES .........c.cviiiiiiie e e e e e nnreree s
EleCtronic FUNAS TrANSTEI ...ttt e e e e et e e e e e e e e s anbaneeeaaaea s
Payment of Claims in Advance of Board AlIOWANCE .........cc.uuuiiiiiieiiiiiieiie e
[T ot o] (o R PP TP PPPTT

3-1
3-2

3-7
3-7

3-9
3-9



Advancement of Money and Repayment of Money AdvanCed...........cccoocvvveeeieee i iiiiniieeee e 3-10

IS UE= T o= o i 270 [o SRR 3-10
Waterworks Rates and Charges ........uuueiiiiiiiiiiiiieiie et e e e s e e e e e s e s e e e e e e e e s ennenes 3-10
Sewage WOrks Rates and CRArgES.........uueiiiiiiiii ittt e e sbre e e e e 3-10
Campgrounds — RAE DISPULES ........uuiiiiiiiiie ittt e et e e e st e e e st b e e e e snbreeessbreeeeaae 3-12
Solid Waste Disposal — Rates and Charges...........ceeviiiiiiiiiiiiieeciieee et 3-12
Rates and Charges — Uniformity NOt REQUIFEM..........cooouiiiiiiiiiiiiiiee et 3-12
CONNECHION CRAIGES .oiiiitiiiei ittt e et e bt e e e sa b et e e e sa b e e e e e aabe e e e e aabb e e e e anbb e e e e anbreeeeanbneeeesaes 3-13
Just and Equitable Rates and Charges ...........ocuiiiiiiiiiiiiiiie e 3-13
Establishment of Rates and Charges ........coiceiiiiiiiiiiiiie e e e e e e s s areee e e e e 3-13
Regional Sewage DiStriCt AUTNOKILY .........uuiiiiieiiiiiiie e e e e r e e e e s s e e e eeeeeas 3-15
o] =Ted (01T 0 (=3 ) =T TSP 3-18
F N ] U= U = LT o] o PSSP 3-19
(@1 Tol= Ul =10 ] o [o IR =T 01T =T 0= ) SRS 3-19
CHAPTER 4
SOLID WASTE MANAGEMENT DISTRICTS
LY = Vo 1153 o1 =T o | SRR 4-1
Withdrawal of County from JOINt DISTIICE .........cociiiiiieiiiii e 4-2
Board Membership - COUNLY DISIIICES ......ccoiiiiiiiiiiiie ettt 4-2
Board Membership - JOINt DISIIICES .......uuuuiiiii s 4-3
Term of BOArd MEMDEIS ...ttt e e e e e e e e e e st e e e e e e e e snnbeeneeas 4-5
(2 ToF 1o @) 1ol =T £ ST PO PT TP OTPTPPPTP 4-5
DULIES OF CONIOIET ...t e e e e e e e e st bbb e e e e e e e e e enbanreeaeaeeean 4-5
Payment of Claims Before Board APPrOVaAl .............uueuuiuieiii s 4-6
SIGNATUIES ON ClAIMS ..ttt et e e e s bt e e e s bb e e e e sabb e e e e sabb e e e e anbbeeeeanbneeeesae 4-6
Yo 1V To] A O] 411 111 =T PRSP PRPP 4-6
(1S o] 0 Y=Y SRR 4-6
Yo [0 11 0T g = I =0 Y=Y SRR 4-9
RESIICHIONS ON POWELS .. ...ttt e e e e e e s ettt et e e e e e s s st e e e e eeeesannesteeeeaaeeeannsnneeeneeeeean 4-10
Contracts and Agreements for Construction or Operation of Solid Waste Management Facilities...  4-11
Conferences, Seminars and TraiNiNg .........coooeiiiiiii i 4-11
F N T LU= I =T Lo PP PPPPPPPRS 4-12
€171 o] 3= ToTo Il o T- 1 1SR PPRR PP 4-12
F N T LU= I =10 T [T PP PPPPPPPRt 4-13
Collection of Fees and Revenues by COUNLY ........ccooeeeiiiiiiiiee e, 4-13
FiNAl DISPOSAI FEES......uuuuiiiiiiiiiiii s 4-14
Solid Waste ManagemMent FUNG.........coooiiiiiiiie ettt et e e e sbr e e e s sbneeeeaae 4-15
(00 ] 1= Tox 1To] o T ) N =T =SSO 4-15
Solid Waste Management Fees - EStabliShment ... 4-15
L LT 0 =T - SRS 4-17
Penalty for FAlure t0 PAyY FEE .......veiiiiiie et 4-17
Fees Not Permitted on Transfer STatiONS.........oooeeiiiiiiiee e 4-17
Official BONA - CONLIOIEE ...ttt e e e s et e e e e e e e e e e nnbeeeeeas 4-17
CHAPTER 5
FIRE PROTECTION DISTRICTS
PUPOSES Of 8 DISIIICT .....eeiiiiiiiii ettt ettt e e et e e e st e e e e snb e e e e anbee e e enaeas 5-1
EStabliShment Of @ DISTICE........cuiiiie i e e e e s e e e e e e s nnrrareeeeeeeean 5-1
(2 ToT Vo [ o T = I 0 1] 1T PR 5-1
Meetings - OffiCers - COMPENSALION ........oeiiiiiiieiiiiee ettt e e st e e e nnbee e e enaees 5-2
Powers and DUties Of the BOAI ..........ccuuiiiiiiiiieiiie ettt et e 5-3
Taxing DiStriCt STAtUS = BONUS.......uueiiiieiiiiiiiieiie e e e s e e e e e e s st e e e e e s s s s aae e e e e e e e s annnreenees 5-4
F Y a1 a1 E= L =] 0o (o = PP PP PPPPPPPPT 5-4
F Y a1 E= L =T o o] 4 £ T PP TP PPPPPPPPR 5-5






CHAPTER 6

AIRPORT AUTHORITIES
[y = Vo] 1153 o1 1 1= o | SRR 6-1
B8 [ Lo 11 1 o P PPRRRSP 6-1
EXEICISE OF POWES ...eiiiiiiiiieiieii ettt ettt e e e e e s ettt e e e e e e e st b be e e e e e e e e sasbebaeeeeaeeesanntateeenaaeeean 6-1
BOArd MEMIDEIS ...t e et e e e e e e st e e e e e e e arreeeaeeeean 6-1
[ T=T=2 1] o OO PP P PP P PP PPPPPO 6-2
(@] (0[]0 F= o o123 PRSPPSO 6-2
POWETS 8NGO DULIES ..o iiiiiee ettt ettt e sttt e e ettt e e e sttt e e e ssbe e e e e anbe e e e e snbe e e e e anbeeeeeanbeeeeenaeas 6-3
(000] 011 7= 11 - 6-7
IS0 E= T o= o) i 210 [o TR 6-7
L]0 Lol =TV I o T= T I S PP PP SPPPPUPPPINN 6-8
APPOINTMENT OF TIEASUIET ...ttt ettt e e e e e e e et e s e e e e e e s s et e e e e e e e s asntareeeeeeeeeannnrannees 6-8
ANNUAI TrEASUIEI'S REPOI ......iiiieieieieieieeeeeeeeeeeeeeeeeeeeeeeesaseeaessasasesasesssesesssessssssssssresasssssssssssssnsssnsennnnnes 6-9
L Lo £ RSO PRPRR 6-9
ANNUAT REPOIS ...ttt ettt e et e s et e e e s bt e e s e ab bt e e e aab b e e e e ansbe e e e e nbeeeeenneas 6-9
ANNUAT BUAGET ...ttt e et et e s e ab bt e e et b e e e e bt et e e e nbe e e e enenas 6-9
Cumulative BUIIHING FUNG ........uiiiiiie ettt e et e e e sbr e e e e anbneeeeaae 6-10
(2 TaT Vo [ o) T g - U g [ = USROS 6-11
Officers' and EMPIOYEES' BONGS ........coiiiiiiiiiiiiiee ittt e et e et e e e sbe e e e s sbneeeeaaes 6-11
Paying Expenses Prior to ColleCtion Of TAXES .......uuuuuiiiiii s 6-11
AcCeptanCe Of Other IMONIES..........uiiiiiiiieieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeaeeeaeeseeesasesesesasesssesesesssssssssssssssssnnsnnnnnes 6-12
CHAPTER 7
PUBLIC TRANSPORTATION CORPORATIONS
(2 ToT Vo [ o) I T £=Tox (] PR 7-1
100] ] 01T gL 1- 1110 o [P O PP UPPPRPN 7-1
1= 1] o O PSP PR PTPRR 7-1
L@ o 11 - o T =SSP 7-2
(O] 011 0] | T SO 7-3
Operation, Maintenance and Use Of SYStem ... 7-3
Expansion of Services Outside Operational BOUNArIES ...........uuuuuumimiiiuiiiiicc s 7-4
POWETS Of the BOAIT......coi it e e e e e e st bbb e e e e e e e s anbbbreeaaaeeeas 7-4
Aol o [N £ 11 ToT o) B ¥ T o PP PPPPPRt 7-5
[SSUANCE Of BONGS.......ciiiiiieeiee ettt e e e e ekttt e e e e e e e s ab b e et e e e e e e e e annbeneeeeeeeaannees 7-6
Special Tax Levy to Pay BONAS ... 7-7
TaxX ANtICIPALION WAITANTS .....coiiiiiiiiiiiiie ettt e e bbbt e e s bbbt e e s bbb e e e s bbb e e e s annneee s 7-8
Cumulative TransSportation FUNG...........ooouiiiiiiiiiiiee et e e et e e s sbaeeeeaae 7-9
TaX LeVvy fOr GENEIal EXPENSES ....ccoiuiiiii ittt et sttt e st e e e s bt e e e s nbe e e e s annneae s 7-9
LN LT UT= LN =W o o =] PRSPPI 7-10
Audit and Supervision of Records by Board of ACCOUNLES ........ccuiviiiiiiiiiiiiiiie e 7-10
IMProvemMent RESEIVE FUNG.........o ittt e e e e ettt e e e e e s e eanbeeeeeaeeeeannnes 7-10
Authority of Indiana Department 0f REVENUE ..........cooii it 7-11
CHAPTER 8
REGIONAL PLANNING COMMISSIONS
O 1o = 11 F4= 11 o] o IR PPPRPRPN 8-1
L1y = Vo 1153 o1 =T o R 8-1
Change in Participation of County from One Commission to ANOther.........ccccceevvvciiiieeee e 8-1
APPOINIMENT Of MEMDIEIS ... ettt sttt e e et e e s nnte e e e s nnnneae s 8-2
Election of Officers and MEELINGS ......c..uviriiiie e e e e e e s r e e e e e sntanrereeeeees 8-3
EXECULIVE BOGIT ......eiiiiiiiiii ittt ettt e e ettt e e e st e e e e rnbe e e e e nnbee e e enaeas 8-3
POWETS BNA DULIES ....ceiieeiiiiieeeee ettt ettt e e e e e e ek bbbt e e e e e e e e sanbabe e e e e e e e e sannbbbneaaaaaaean 8-4
Agreements With Other States - Contracts AMong SUDIegioNS..........ccuiaaiiiiiiiiiiiee e 8-5



Preventing Implementation of Program by Petition ...........ccccuveiiiiiiiiiiiiice e 8-5

Y0l o] £=To (o] g T= U @0 ] 0] 0111 1=T= S SRRSO 8-5
Appointment and Duties of EXECULIVE DIFECION ........ccuvviiiiiee e e e 8-5
Annual APPropriation BUQET ..........oiiiiiiiiiiiiiie ettt e e e e e e 8-6
Economic DevelopmeENt DISTHCE ... ....coiiiiiieiiiie ettt e s 8-7
ANNUAT REPOIS ...ttt e e sttt e s a et e e aa b et e s aab et e e e s be e e e ab b e e e e anbe e e e enees 8-7

CHAPTER 9

SOIL AND WATER CONSERVATION DISTRICTS

(D723 {101 (o] o PSP U P PP RO 9-1
LU 0o R TSR 0] = W D 1) (o PSR 9-1
Duties of (State) Soil Conservation BOArd ..........cccceeeeieeiiiiiiiiiiiee e ee e e e s s e e e e e snrnnreeeeee e 9-2
Board of Supervisors — Composition and QUalifications..........ccccceevviiiiiiiiiei e 9-2
Board of Supervisors — ANNUAI MEELING .......uuuuuuieiiii s 9-2
Appointed Supervisors — Term of Office and Selection ... 9-3
Appointment Of ASSOCIALE SUPEIVISOIS ......ouuuiiiiiiiiie ittt ettt ettt s abbe e e asb e e e e s abe e e e e naeas 9-3
L0 0T 11 1= o SRRSO 9-3
Board Of SUPEIVISOrS — QUOTUIM ......iiiiiiiieeiiiiite ettt ettt e ettt e e et e e e sab et e e e aabe e e e e sabe e e e e anbneeeanneas 9-3
Board of SUPErviSOrs — COMPENSALION ........c.uvieiiiiiieeiiiiie ettt et e e et e s anbee e e e eanas 9-3
Board of Supervisors — Duties and ResponSIbIlities ..., 9-4
DISEHCE EMPIOYEES ....uuiuieiiiiiiiiiiiiiiiiiii s 9-4
Y o] o (017 Vo | 3 =11 1 1= PP PPPPOt 9-5
Powers and DUIES O DISIICES .......vviieiiiiiee et 9-5
Restrictions on Powers and Duties Of DISHICES ..........coicvieiiiriieeiiee e 9-7
Authority for County to Appropriate Money t0 DIStHCT............uvveviiieieiiiiiiieieeeeeeeeerereeeeeeeeeeeeeeereeererena. 9-8
DULIES Of DEPAIMIENT .....eeiiieitiee ettt ettt e e e st et e e e aab et e e e abe e e e e anbe e e e e anbeeeeennnas 9-8
[T 1= 0 Lo 1o PR 9-9
Definition Of LANT OCCUPIET ......coiiiiiie ettt ettt et e et e e e nabe e e e e naees 9-9
Regulations and Guidelines of State, Federal, and Local AGENCIES .........cceveeviiiiiiiiiiiee e 9-9
Meals and/or REfTESNIMENTS .......ooii i e e e s e e e e e s aeeeeeeeee s 9-9

CHAPTER 10

OTHER SPECIAL DISTRICTS

Other Special DISTHCLS ......ccooiii i 10-1

CHAPTER 11

MISCELLANEOUS GUIDELINES

[ITo oL To] o = ) TR PRR 11-1
Salaries - Computing for Partial Pay Periods. .........cueviiiiiiiiiiiiiee et 11-1
Sales Tax 0N Retalil SAIES ...t e e e e 11-1
Signature on Accounts Payable Vouchers and Warrants.............cceeoiiiiiiiiiiiiee i 11-2
(0F= 1 oW @4 F= T [0 L= I o [ PO PEPPTR OO 11-2
Petty Cash FUNG ...t e e ettt e e e e e s bbb e e e e e e e e e s anbaareeaaaeaeas 11-3
(= T0 (= = 1 o PP TP PPPTP 11-3
Cancellation of Warrants - Old Outstanding CheCKS ..........cooiiiiiiiiiiiiii e 11-3
(€T (010 oI 101510 ] =V g o] =TT PP PPP PR PPPTP 11-3
L]0 = T oL PP PP UPPPPPRTPNN 11-4
Appropriations - Transfer Between Major Budget Classifications...........coocvvveiiiiiieiiiieee e 11-4
ApPropriations - AAAItIONE ...........eiiiiii ettt e e s 11-5
Appropriations - Insurance Claim ProCEEAS .........covicuiiiiieie i e s s er e e e e e e s snnraeee s 11-6
Appropriation of State and Federal Grant FUNAS ............ouvieeiiiiiiiiiiec e e e enrneee s 11-6
Public Notice Advertising - Claims by PUBLISNET ... 11-7
Property Taxes - ReqQUESE fOr AUVANCES .......coiiiiiiiiiiie ettt e e e e e e e 11-7
ClaimS = PAYMENT OF ...ttt e e et e e e e e e s e st b e e e e e e e e e e s nnbeeeeeas 11-8



(08 =113 g TSI (=1 0 41 17= Lo o

Bonds - Disposition of Surplus Proceeds of Bond Issues or Investment Earnings ...........ccccceeveeeennn.
Claims - Penalties when not Paid TiMelY........ccoooiiiiiiiiiic e
Collection of Delinquent SEWAgE Charges .........ccooiiiiiiiiiieiiiie et e e aae
12 To] oo R =T R (=] =T O T PP PP P P PPPPP
Bankcard/Credit Card and Other Methods Of Payment ...........ccooviiiiiiiiiiiiiie e
GhOSt EMPIOYMENL.....coiiiiiiiiiee e e et e e s st b e e e sabb e e e e anbr e e e s sabreeeeaae
RAINY DAY FUNA ...ttt ettt e e ekt e e e a bt e e e abe e e e e anb e e e e e anbe e e e annees
CHAPTER 12
FORMS
(IS o o 00 0 =SSR
Description and Use Of LEAGEN FOIMMS ......uiiiiiiiiiiiiiie e e e s s r e e e e s sstnrae e e e e e e s snnrnnreeeeeeeen
Description and Use Of OthEr FOIMS ........uuiiii s
CHAPTER 13

ILLUSTRATED FORMS
CHAPTER 14
UNIFORM SYSTEM OF ACCOUNTS FOR WATER AND WASTEWATER UTILITIES

INDEX

Vi



