Bookkeeping Workshop
FAQs/Audience Questions
(November 12th and November 20th)
Gateway : 100R
1. For public libraries, do not include on 100R appointed board members who receive no compensation but include the treasurer if he receives compensation.
2. Do we report people who left during the year if someone new is now in their position? You report even if they only work part of the year.
3. You only include board members (i.e. treasurer) who left in 2014 if they received compensation.
4. On the 100 R do you report their home addresses for employees and board members? No, you report business address.
5. If the person issued a W2, then considered compensation and reported on 100R.
6. If a person has more than one job, and then enter two entries on 100R.
7. Reporting period is January 1, 2014 to December 31, 2014
8. Is it possible to upload the attestation to the Gateway? No plans at this time.
9. Email the SBOA help desk at annualreports@sboa.in.gov
10. Email IBRC Technical Support at ibrctech@iupui.edu
Annual Financial Report
1. Does the AFR still have to be published in the paper? Publish for budgets over $300,000 the Cash and Investments Combined Statement [IC 5-3-1-3.5]
2. Deferred compensation, Hoosier S.T.A.R.T. is not included as a pension plan.
3. A retirement plan is considered a pension.
4. Would a 457 plan need to be added to the AFR if it is strictly employee contributions? No it is not added if it is a deferred compensation plan.
5. Are libraries still receiving audits, newspaper quoted Todd that Libraries were being dropped? Currently not doing library audits. Federal grants where you spend more than $500,000 receive an audit.
6. It's been 4 years since library’s last exam, and the SEC/Standard Poor’s commented last time we refinanced Bonds.  What is process in requesting exemption to get an outside audit? Please send an email to Todd at tcaldwell@sboa.in.gov or Susan Gordon sgordon@sboa.in.gov
7. The State Examiner by statute determines who audits the unit. It is not recommended to use an outside auditor.
8. Can the director be the primary contact person? Primary contact is person that is responsible for completing the report.
9. Use officials for the calendar year of 2014, not the current officials.
10. Regarding uncashed checks, does this include payroll check, the two years where not cashed? Yes it needs to be receipted back into ledger.
11. If you encumber on December 31, 2014, already had last meeting in year, then it’s best to get done what you can at last meeting but would not take exception if duly noted action taken in January 2015 meeting.
12. A library elected a board of finance in August, but statute specifies this to occur in January. It is a separate board elected in January.
13. Does the SBOA oversee the Other Post Employee Benefits reporting?  Will we be required to file online with Gateway again in 2015? Post Employment Benefit (OPEB) is a DLGF report on the Gateway.
14. Do public library boards specify which two newspapers to advertise the budget at the January meeting? The understanding is that the approving of newspapers to be used for publications was a requirement many years ago.  It is no longer a requirement.  The only requirements are the ones you note in IC 5-3-1, specifically the library asking the question might want to check IC 5-3-1-4(d).
15. Can you encumber items and make more of a blanket statement in your board minutes to cover monthly items such as utilities? No, do not make a blanket statement to cover but encumber in January meeting anything not available to encumber in December.
16. Insurance refund or a vendor that refunded, can it be added back to appropriation? Yes, can add back to appropriation and keep documentation of transaction.
17. Does a manual need to be kept of petty cash reimbursements in addition to receipts? No, it is not a requirement.
18. Does tipping need to be part of credit card or travel policy? Probably a good idea to place limit on tipping.
19. Best to have a receipt from restaurant that itemizes the amount; don’t use receipt without detail.
20. If you use your personal credit card, then get a detailed receipt for reimbursement.
21. What do you do about tax on credit card? For personal credit card you pay tax.
· For taxable events I refer library staff to Department of Revenue presentation in 2010 on the LDO workshop page at http://www.in.gov/library/ldoworkshops.htm. See Indiana Department of Revenue 2010 (pdf) (ppt) 
· Because of the personal nature of hotel rooms and meals, these expenses are always considered to be for the consumer’s private benefit.  Therefore, hotel rooms and meals never qualify as exempt expenses for an individual including library administrators or employees attending conventions or meetings away from home.

· And in regard to promotion items for library programs, those are not subject to sales tax because that is a library activity, not a proprietary activity that is acting like a retail vendor.
Please contact Karen Ainslie kainslie@library.IN.gov, 1/800-451-6028 if you have questions
