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SECRETARY OF STATE 
REVIEW COMMENTS 

May 31, 2003 
 

 
 
SDO FUND 
 

The Secretary of State Administrative Special Disbursing Officer Funds (SDO), Administration and 
Enforcement accounts do not reconcile to the amount advanced.  Currently, the Administration account is 
$642.28 more than the amount needed to balance to the advance and the Enforcement account is $7.30 less 
than the amount needed to balance to the advance.  In addition the Election Division’s General account does 
not reconcile to the amount advanced.  Currently, this account is approximately $350.00 less than the amount 
needed to balance to the advance. 
 

At all times, the unreimbursed disbursements plus any advances to office cash or subsidiary checking 
accounts plus the SDO checking account balance must equal the local purchase advance.  (Accounting and 
Uniform Compliance Guidelines Manual for State Agencies, Chapter 7) 
 

The Special Disbursing Officer is accountable at all times for all sums advanced.  The SDO officer 
may be held personally responsible for the amount needed to balance the fund.  (Accounting and Uniform 
Compliance Guidelines Manual for State Agencies, Chapter 7) 
 
 
SDO FUND RECONCILIATIONS 
 
 The Secretary of State has not performed reconciliations of its Special Disbursing Officer (SDO) 
advances in a timely manner. 

 
Two reconciliations must be performed for the SDO fund each month.  The bank statement for the 

checking account must be reconciled to the check register.  Also, the check register must be balanced to the 
total SDO advance.  These reconciliations must be formally documented.  (Accounting and Uniform Compli-
ance Guidelines Manual for State Agencies, Chapter 7) 
 
 
FIXED ASSET INVENTORY 
 

The fixed asset inventories of the Secretary of State Administration and the Election Division are not 
complete as to additions and retirements and assets have not been consistently tagged upon receipt.  Addi-
tionally, an annual physical inventory of assets owned has not been conducted. 
 

Each state agency is required to report to the Auditor of State all additions and retirements of assets 
with a cost of $20,000 or more.  Assets costing more than $500 but less than $20,000 must be maintained on 
an asset control system at the agency.  (Accounting and Uniform Compliance Guidelines Manual for State 
Agencies, Chapter 10) 
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SECRETARY OF STATE 
REVIEW COMMENTS 

May 31, 2003 
(Continued) 

 
 

Assets at the minimum level of $500 must be tagged.  Assets should be tagged upon receipt.  (Ac-
counting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 10) 
 
 Once a year, after receiving a Fixed Asset Master Listing, a physical inventory is to be taken and com-
pared to the Master Listing and the agency's listing of assets from its asset control system.  (Accounting and 
Uniform Compliance Guidelines Manual for State Agencies, Chapter 10)   
 
 
DAILY DEPOSITS 
 

The Secretary of State did not consistently deposit receipts for the Corporation Division within the fol-
lowing business day of being received.  Additionally, the Election Division did not consistently deposit receipts 
for CFA manuals, copies, conference fees, code books, and maps within the following business day. 
 

IC 5-13-6-1(b) states in part:  ". . . all public funds . . . shall be deposited with the treasurer of state, or 
an approved depository selected by the treasurer of state not later than the business day following the receipt 
of the funds." 
 
 
DOCUMENT RETENTION 
 

Several contracts to support contract disbursements selected for our review at the Secretary of State’s 
Office could not be located. 
 

Due to the lack of documentation, the validity and accountability for some monies disbursed could not 
be established. 
 

Documents should be retained in accordance with a retention schedule approved by the Oversight 
Commission on Public Records.  Also, documents must be filed in such a manner as to be readily retrievable 
or otherwise reasonably attainable, upon request, during an audit.  (Accounting and Uniform Compliance 
Guidelines Manual for State Agencies, Chapter 1 and Chapter 5) 
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SECRETARY OF STATE 
EXIT CONFERENCE 

 
 

The contents of this report were discussed on September 24, 2003, with Ms. Heather Sewell, Chief 
Deputy Secretary of State; Mr. Davey Neal, Director of Operations; and Ms. Barbara Gray, Revenue Book-
keeper.  The contents of this report were also discussed on October 15, 2003, with Mr. J. Bradley King and 
Ms. Kristi Robertson, Co-Directors of the Election Division.  The official responses to the review findings have 
been made a part of this report and may be found on Pages 7 through 9. 






