
CITIES AND TOWNS BULLETIN 
AND UNIFORM COMPLIANCE GUIDELINES 

ISSUED BY STATE BOARD OF ACCOUNTS 
 

DECEMBER 2015                                                                                               PAGE 1 
 
 

YEAR END DUTIES 
 

The following is a listing of duties and reports that occur each year end.  All of the articles have 
been published in this issue. 
 
         Bulletin Date  Page 
 
Social Security Tax Base Changes January 1      This Issue    2 
 
Federal and State Mileage Rates       This Issue    2 
 
Cancellation of Warrants – Old Outstanding Checks    This Issue    2 
 
Encumbered Appropriations – Balance Available     This Issue    2 
 
Dormant Fund Balances – Transfers Authorized     This Issue    3 
 
Annual Operational Report – Local Road and  
   Street Operations         This Issue    3 
 
Fire Protection Contracts With Volunteer Fire Companies    This Issue    3 
 
Report of Names, Addresses, Duties and 
   Compensation of Public Employees      This Issue    4 
 
Certification of Names and Addresses to County Treasurer    This Issue    4 
 
Annual Report          This Issue    4 
 
Publication of Annual Report In Pamphlet Form – 
   Second Class Cities         This Issue    5 
 
 

STATE BOARD OF ACCOUNTS 
INTERNET ADDRESSES 

 

Homepage: www.in.gov/sboa 
Todd Caldwell: tcaldwell@sboa.in.gov 
Susan Gordon: sgordon@sboa.in.gov 

 

http://www.in.gov/sboa/
mailto:tcaldwell@sboa.in.gov
mailto:sgordon@sboa.in.gov
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FEDERAL AND STATE MILEAGE RATES 
  

Beginning on January 1, 2016, the Federal mileage rate is 54 cents per mile.  The State mileage 
rate is 40 cents per mile as of the date of this publication. 
 
 
 

SOCIAL SECURITY TAX BASE 
 
 For 2016, an employer pays 6.20% Social Security Tax on the first $118,500 of an employee's 
wages plus 1.45% Medicare tax on the employee's total wages (no ceiling).  For 2015, an employee pays 
6.20% Social Security tax on the first $118,500 of wages plus 1.45% Medicare tax on the first $200,000 of 
wages plus 2.35% Medicare tax on all wages in excess of $200,000. 

 
Please contact the Internal Revenue Service at 1-800-829-1040 if you should have questions on 

this matter. 
 
 
 

CANCELLATION OF WARRANTS – OLD OUTSTANDING CHECKS 
 
 Pursuant to IC 5-11-10.5, all checks outstanding and unpaid for a period of two years as of 
December 31 of each year shall be declared cancelled. 
 
 Not later than March 1 of each year, the controller, or clerk-treasurer shall prepare or cause to be 
prepared a list in duplicate of all checks outstanding for two or more years as of December 31 last 
preceding.  The original copy shall be filed with the city or town council and the duplicate copy maintained 
by the controller or clerk-treasurer of the city or town.  The controller or clerk-treasurer shall enter the 
amounts so listed as a receipt to the fund or funds upon which they were originally drawn and remove the 
checks from the list of outstanding checks.  If the fund from which the check was originally drawn is not in 
existence or cannot be ascertained, the amount of the outstanding check shall be receipted into the 
general fund of the city or town. 
 
 
 

ENCUMBERED APPROPRIATIONS – BALANCE AVAILABLE 
 
 With the opening of a new budget year and a new set of ledgers, it is to the advantage of a 
municipality to review the unpaid purchase orders and contracts which remain on the ledgers as 
“encumbered.” 
 

Those items under purchase order or contract are to be added for each appropriation account 
and the total carried to the new 2016 corresponding account.  The actual unpaid amount of the purchase 
orders or contracts should be totaled and shown as a separate amount on the appropriation ledger sheet 
for 2016, with proper explanation, and added to the 2016 appropriation for the same purpose.  By 
properly carrying out this procedure, the 2016 budget will not be expected to withstand any expense not 
anticipated in making the budget.   

 
We suggest the proper officials of the city or town make a listing of these encumbered items and 

make it part of their minutes in their last business meeting of the year.   
 
Appropriations encumbered and carried forward should be used only for the purpose of the 

contract or purchase order for which the appropriations were encumbered. 
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DORMANT FUND BALANCES - TRANSFERS AUTHORIZED 
 
 IC 36-1-8-5 gives city and town councils authority to order the transfer of any unused and 
unencumbered balance in any fund raised by a general or special tax levy, the purposes of which have 
been fulfilled, to the general fund or rainy day fund.  This action may be taken by a city or town council at 
any public meeting. 
 

IC 36-1-8-5 states in part: 
 
“(a)   This section applies to all funds raised by a general or special tax levy on all the 
taxable property of a political subdivision. 

 
(b) Whenever the purposes of a tax levy have been fulfilled and an unused and 
unencumbered balance remains in the fund, the fiscal body of the political subdivision shall 
order the balance of that fund to be transferred as follows, unless a statute provides that it be 
transferred otherwise:…..  (2)  Funds of a municipality, to the general fund or rainy day fund 
of the municipality…” 

 
 For more information on transfers to the Rainy Day Fund, please see the September 2015 Cities 
and Towns Bulletin. 
 

ANNUAL OPERATIONAL REPORT - LOCAL ROAD AND STREET OPERATIONS 
 
 Indiana Code 8-17-4.1 requires an operational report to be prepared by all cities and towns 
having a population of 20,000 or more with road and street responsibilities.  The report shall list all 
receipts and disbursements related to the municipality’s road and street system made from any of the 
municipal funds. 
 
 A copy shall be filed with the State Board of Accounts, the governing body of the municipality, the 
Indiana Local Technical Assistance Program, and the Planning Division of the State Department of 
Transportation by June 1 of the year next following the operational report year.  The report shall also be 
made available to the public and press. 
 
 The annual operational report shall be prepared and filed on City and Town Form Number 225, 
entitled Highway (Local Road and Street) Annual Report.  A copy of the form can be obtained on our 
website at www.in.gov/sboa by clicking on “Political Subdivision", then either "Cities" or "Towns", then 
"Electronic Forms".  
 

FIRE PROTECTION CONTRACTS WITH VOLUNTEER FIRE COMPANIES 
 
 IC 36-8-12-3 authorizes cities and towns to enter into agreements with one or more volunteer fire 
companies that maintain adequate firefighting service for the use and operation of firefighting apparatus 
and equipment owned by the volunteer fire company, including the service of operators of the apparatus 
and equipment. 
 
 IC 36-8-12-4 states the contract must provide an amount determined by negotiation between the 
municipality and volunteer fire company.  The consideration must include the amounts the unit is required 
to pay under IC 36-8-12 for insurance premiums and clothing, automobile, and other allowances. 
 
 If the contractual agreement is properly drawn, the problem of the governmental unit reporting 
clothing and auto allowances to the Internal Revenue Service and the Indiana Department of Revenue 
may be eliminated.  Since the contractual payments are lump sum to the volunteer fire company, the 
volunteer fire company assumes the responsibility for making the payments of allowances to the 
volunteer firefighters and for reporting of such payments. 
 
 Year end is a good time to review existing contracts for fire protection.  If renewals or changes in 
contracts are necessary, such renewals or changes should be made under the guidance of the city or 
town attorney.  All agreements for fire protection should be in writing and the agreements must be 
preserved as any other public documents.  There is no statutory authority to make contractual payments 
to volunteer fire companies unless an agreement has been entered into. 

http://www.in.gov/sboa
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REPORT OF NAMES, ADDRESSES, DUTIES, AND COMPENSATION OF PUBLIC EMPLOYEES 
 
 All cities and towns must file with the State Examiner on or before January 31, Form 100-R, a 
Certified Report of Names, Addresses, Duties and Compensation of Public Employees.  This report is 
required by IC 5-11-13.  Only the business address of each officer or employee listed is to be included on 
the form.  
 
 Such report must indicate whether the city or town offers a health plan, a pension, and other 
benefits to full-time and part-time employees.  In addition, as a part of the report, each city or town must 
upload a copy of the policies adopted under IC 36-1-20.2 (Nepotism) and IC 36-1-21 (Contracting). 
 
 The report is to be filed electronically on the Gateway portal with the State Board of Accounts.  
The Attestation Statement must be signed by the official and mailed within five days of submission on 
Gateway. 
 
 The Department of Local Government Finance may not approve a city or town's budget or any 
additional appropriations for the ensuing calendar year unless such report is filed and the Nepotism and 
Contracting policies have been implemented. 
 
 

CERTIFICATION OF NAMES AND ADDRESSES TO COUNTY TREASURER 
 

IC 6-1.1-22-14 states that on or before June 1 and December 1 of each year, the disbursing 
officer of each political subdivision shall certify the name and address of each person who has money due 
the person from the political subdivision to the county treasurer of each county in which the political 
subdivision is located.  Upon the receipt of this information, the county treasurer shall search the records 
to ascertain if any person so certified is delinquent in the payment of property taxes. 

 
IC 6-1.1-22-15 states that if the county treasurer finds that a person whose name is certified to 

him under 6-1.1-22-14 is delinquent in the payment of taxes, he shall certify the name of that person and 
the amount of delinquency to the official of the political subdivision who is to make payment to the person.  
The disbursing officer shall periodically make deductions from money due the person and shall pay the 
amount of these deductions to the county treasurer.  (Our emphasis) 
 
 

ANNUAL FINANCIAL REPORT 
 
IC 5-3-1-3 provides that each city controller or city and town clerk-treasurer shall have published 

an annual report of the receipts and expenditures of such city or town within 60 days after the close of 
each calendar year.  

 
IC 5-11-1-4 requires such reports to be filed electronically on the Gateway portal with the State 

Board of Accounts no later than sixty (60) days after the close of the year.  The Attestation Statement 
must be signed by the official and mailed within five days of submission on Gateway. 
 

The Cash and Investments Combined Statement of the annual report is to be published one time 
in two newspapers unless there is only one newspaper in the city or town, in which case publication in the 
one newspaper is sufficient.  If no newspaper is published in the city or town, then publication is to be 
made in a newspaper published in the county in which the city or town is located and that circulates within 
the city or town. 
 
 The Cash and Investments Combined statement to be advertised is located in the Annual Report 
Outputs section under Advertising Outputs. 
 
 The Department of Local Government Finance may not approve the budget or a supplemental 
appropriation of a city or town until the city or town files an annual report for the preceding calendar year. 
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PUBLICATION OF ANNUAL REPORT IN PAMPHLET FORM 
SECOND CLASS CITIES 

 
 IC 36-4-10-5(b)(5) requires the city fiscal officer of a second class city to “submit under oath to 
the city legislative body a report of the accounts of the city published in pamphlet form and showing 
revenues, receipts, expenditures, and the sources of revenues.”   Please note that this statute does not 
apply to Towns or Third Class Cities. 
 
 

PROMOTION OF CITY AND TOWN BUSINESS 
 
 IC 36-7-2-7 allows cities and towns to promote economic development and tourism.  Such statute 
replaced a prior law which authorized cities and towns to budget and appropriate funds from the general 
fund to pay the expense of, or to reimburse city or town officials as the case may be, for expenses 
incurred in promoting the best interest of the city or town.  Accordingly, a Home Rule ordinance needs to 
be adopted in accordance with IC 36-1-3 in order to enable a city or town to pay for such expenses.  
Additionally, an appropriation for such expenses must also be obtained. 
 
 In an effort to assist cities and towns that have not passed an enabling ordinance but who wish to 
establish the promotion of business ordinance, we are repeating wording contained in the old statute.  
Many municipalities have used similar wording in their enabling ordinance. 
 

“City and town councils are authorized to budget and appropriate funds from the general fund 
of the city, or town, to pay the expense of or to reimburse city officials or town officials, as the 
case may be, for expenses incurred in promoting the best interest of the city or town.  Such 
expenses may include, but not necessarily be limited to, rental of meeting places, meals, 
decorations, memorabilia, awards, expenses incurred in promoting industrial, commercial, 
and residential development, expenses incurred in developing relations with other units of 
government and any other expenses of a civic or governmental nature deemed by the mayor 
or the town council to be in the interest of the city or town.” 

 
 This is furnished only for your information.  Each city and town should establish, by ordinance, the 
parameters for such appropriations and expenditures.  Such ordinance should list the specific types of 
promotional expenses which can be paid from moneys appropriated for such purpose.  Please note that 
excessive amounts expended for employee meals, awards, gifts and similar expenses could be 
considered an audit result and comment item in an audit. 
 
 
 

COPY FEES 
 
 City and Town councils shall establish a fee schedule by ordinance for the certification and 
copying of documents.  The fee for certification of documents may not exceed five dollars ($5) per 
document.  The fee for copying documents may not exceed the greater of: 
 

1. ten cents ($.10) per page for copies that are not color copies or twenty-five cents ($.25) 
per page for color copies; or 

 
 2. the actual cost or copying the document. 
 
 Actual cost does not include labor costs or overhead costs. 
 
 The fee may must be uniform throughout the city or town and be uniform to all purchasers.   
(IC 5-14-3-8) 
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GENERAL IMPROVEMENT FUND 
 
 IC 36-9-17 authorizes any city or town to establish a permanent revolving fund to be used for 
financing public improvements which are to be paid for by special assessments.  This fund is to be known 
as the General Improvement Fund. 
 
 All collections on such assessments shall be receipted to this fund and any appropriation made 
from the general fund or from taxes levied for such purposes.  The aggregate sum which may be 
appropriated and levied shall not exceed the equivalent of sixteen and sixty-seven hundredths cents 
($0.1667) on each one hundred dollars ($100) of net taxable valuation. 
 
 The Board of Public Works, Board of Public Works and Safety, or Town Council shall fix the time 
within which assessments shall be paid which time shall not extend beyond a period of five (5) years.  All 
interest and penalties collected on assessments are to be receipted to the City or Town General Fund. 
 
 Accounting for the financing of public improvements handled through this revolving fund requires 
the use of the regular Barrett Law forms that are applicable. 
 
 
 
 

CERTIFIED CHECKS 
 
 IC 1-1-7.5-1 states: 
 

“In all cases where it is required by law that a certified check be submitted in conjunction with 
submission of bids on public contracts, it is lawful to submit a draft, cashier’s check, or money 
order issued by a financial institution insured by an agency of the United States.” 

 
 
 
 

ASSISTANCE TO PUBLIC HEALTH NURSING ASSOCIATION 
 
 IC 16-20-7 allows cities to appropriate money out of the general fund of the city to assist 
incorporated public health nursing associations, organized, and operated not-for-profit and solely for the 
promotion of public health and suppression of disease, in carrying on the work of the public health nursing 
associations within the city. 
 
 The amount appropriated may not exceed the amount that could be collected from annually 
levying a tax of one and sixty-seven hundredths cents ($0.0167) on each one hundred dollars ($100) 
valuation of taxable property in the city. 
 
 We recommend that if a city assists such organizations that a contract be entered into that lists 
the services to be provided. 
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INVESTMENT OF UTILITY FUNDS 
 
 IC 8-1.5-3-13 states: 
 

“The municipal legislative body may by ordinance, authorize officers charged by law with 
custodial care, expenditure and investment of utility money to invest or reinvest surplus 
money of a utility in a manner prescribed by IC 5-13-9.” 

 
 If meter deposits are invested, the interest may be applied to and used in the operation or 
depreciation fund of the municipally owned utility as determined by its governing body.  (IC 5-13-9-6) 
 
 
 

UTILITY RECEIPTS TAX 
 
 The following have been determined to be taxable receipts for the purpose of calculating the 
utility receipt tax by the Indiana Department of Revenue: 
 

1. penalties, 
 
2. shut off fees, 

 
3. reconnect fees, and 

 
4. hydrant rental fees paid by water utility customers, and  

 
furthermore, IC 6-2.3-5-2 does not allow for bad debts to be deducted from revenue in 
figuring the tax unless you are an accrual basis taxpayer. 

 
 All questions on the utility receipts tax should be directed to the Indiana Department of Revenue 
at (317) 615-2662. 
 
 
 

POTENTIAL FRAUD SCHEME INVOLVING CHARGES ON CREDIT CARDS 
 
 Please be aware of a potential fraud scheme involving charges on credit cards.   
 
 The State Board of Accounts is aware of two separate cases within the last month where charges 
have appeared on a governmental unit’s credit card.  Both of the questionable charges appeared to come 
from wireless communications companies – in one case a charge appeared to be from Verizon and the 
other appeared to be from AT&T.  We investigated both instances, but neither company had any record of 
the charges and was not able to provide any details. 
 
 We believe this may be a fraud scheme where someone is making charges on the governmental 
unit’s credit cards and able to manipulate the transaction so it appears on the billing statement as the 
charge came a wireless communications carrier.  At this time, we don’t believe this is a local scheme; it’s 
our thinking this is probably international. 
 
 We are recommending governmental units give charges appearing on credit card statements 
extra scrutiny, especially those from communication providers like Verizon or AT&T.  Please ensure every 
charge on your credit card statement has a correlating actual invoice.  Should you notice a questionable 
charge on your statement, please contact your credit card company immediately to dispute the charge. 
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INTERNAL CONTROL TRAINING MATERIALS 
 
 
Internal control training materials  
 
 
Indiana Code § 5-11-1-27(f) states: 

 
Not later than November 1, 2015, the state board of accounts shall develop or designate 
approved personnel training materials as approved by the audit committee, to implement this 
section. 

 
The State Board of Accounts has developed the following training materials on internal controls: 
 

1. Uniform Internal Control Standards for Indiana Political Subdivisions manual by the State 
Board of Accounts. 

 
2. Numerous webinars containing the phrase “internal control” posted on the SBOA’s 

website.  
 
3. Live presentations by the SBOA at annual called meetings and conferences around the 

state. 
 
 
The State Board of Accounts has designated the following training materials on internal controls: 
 

4. Internal Control – Integrated Framework (2013) by the Committee of Sponsoring 
Organizations of the Treadway Commission (COSO).  

 
5. Guidance papers, principles, or frameworks on Governance and Operational 

Performance, Internal Controls, Enterprise Risk Management, or Fraud Deterrence by 
COSO.  

 
6. Standards for Internal Control in the Federal Government (the “Green Book”) by the 

Comptroller General of the United States. 
 

 
In addition, the State Board of Accounts recognizes that political subdivisions may find appropriate 
internal control training materials on their own initiative.  So, the following training materials may be 
designated: 
 

7. Materials identified and submitted by political subdivisions, which are approved by the 
SBOA and/or posted on the SBOA’s website. 
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RATES FOR PUBLIC NOTICE ADVERTISING 
 
 The rates published in pages 12 through 16 in the December 2015 issue of the Cities and Towns 
Bulletin will remain in effect for 2016.  
 
 
 

INDEX TO BULLETINS 
 
 Enclosed with this issue is an index to the following issues of the Cities and Towns Bulletin: 
 

2006 – March, June, September, December 
2007 – March, June, September, December 
2008 – March, June, September, December 
2009 – March, June, September, December 
2010 – March, June, September, December 
2011 – March, June, September, December 
2012 – March, June, September, December 
2013 – March, June, September, December 
2014 – March, June, September, December 
2015 – March, June, September, December 

 
 The articles appearing in the year 2005 and prior issues have been revised and reprinted in later 
issues.  Also, articles revised in later issues that are obsolete have been omitted from the index.  Please 
discard all issues prior to March 2006. 
 
 
 

HAPPY HOLIDAYS 
 
 We would like to take this opportunity to look back on the many warm associations that we have 
been blessed with.  The outstanding cooperation and help that we are extended by city and town officials 
is truly appreciated. 
 
 From each of us and our staff to each of you and your staff, we send our best wishes for the 
holidays and our sincere wishes for a prosperous and Happy New Year. 
 

 
Paul D. Joyce, CPA 

 State Examiner 
 

           
 Michael H. Bozymski, CPA     Tammy R. White, CPA 
 Deputy State Examiner      Deputy State Examiner 
 












