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INDEPENDENT ACCOUNTANT'S REPORT 
 
 

TO:  THE OFFICIALS OF INDIANA CRIMINAL JUSTICE INSTITUTE 
 
 
 We have reviewed the receipts, disbursements, and assets of the Indiana Criminal Justice Institute for 
the period of June 1, 2004 to May 31, 2006.  Indiana Criminal Justice Institute's management is responsible for 
the receipts, disbursements, and assets. 
 
 Our review was conducted in accordance with attestation standards established by the American Insti-
tute of Certified Public Accountants.  A review is substantially less in scope than an examination, the objective 
of which is the expression of an opinion on the receipts, disbursements, and assets.  Accordingly, we do not 
express such an opinion. 
 
 Financial transactions of this office are included in the scope of our audits of the State of Indiana as 
reflected in the Indiana Comprehensive Annual Financial Reports. 
 
 Based on our review, nothing came to our attention that caused us to believe that the receipts, dis-
bursements, and assets of the Indiana Criminal Justice Institute are not in all material respects in conformity 
with the criteria set forth in the Accounting and Uniform Compliance Guidelines Manual for State Agencies, 
and applicable laws and regulations except as stated in the review comments. 
 

STATE BOARD OF ACCOUNTS 
 
October 26, 2006 
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INDIANA CRIMINAL JUSTICE INSTITUTE 
REVIEW COMMENTS 

May 31, 2006 
 

 
 
UNAUTHORIZED AWARD OF SKIP GRANT 
 
 The Indiana Criminal Justice Institute (ICJI) receives a portion of its total federal funds from the United 
States Department of Justice's Office of Juvenile Justice and Delinquency Prevention (OJJDP).  One of the 
grants awarded to ICJI is the Juvenile Accountability Block Grant (JABG).  In turn, ICJI awards these funds as 
grants to approved subgrantees.  ICJI's grant process for awarding JABG funds to units of local government 
includes a multi-level review process.  Submitted applications are screened by agency Youth Division staff, 
evaluated by the Juvenile Justice State Advisory Group (JJSAG), reviewed by the ICJI Board of Trustees Sub-
Committee, and those applications passing all stages of the review process are presented for approval by the 
ICJI Board of Trustees. 
 
 The Saving Kids of Incarcerated Parents (SKIP) Grant was one of the JABG applications evaluated for 
pass-through awards.  Initially, the Department of Correction (DOC) submitted an application for the SKIP 
Grant as the legal applicant and implementing agency but withdrew due to insufficient matching funds.  Then 
the Marion County Prosecutor's Office became the legal applicant with McKenna Consulting listed as the 
implementing agency on the application.  Their application was signed by a representative from the Prose-
cutor's Office on September 7, 2005.  The SKIP application was one of the JABG applications evaluated and 
brought to the Board of Trustee meeting on September 8, 2005. 
 
 As part of the grant review process, the JJSAG met on September 1, 2005, to evaluate the twelve 
applicants for $1,014,400 in JABG funding.  Minutes from the JJSAG meeting stated that twelve grants were 
reviewed with a new statewide project in JABG funds deferred.  This is supported by documentation obtained 
from a member who sits on the JJSAG, the Trustee Sub-Committee, and the Board of Trustees.  Notes on her 
JJSAG meeting agenda indicated that eleven grant programs were approved and one DOC was deferred.  In 
addition, notes on her JABG grant request spreadsheet prepared by ICJI listed the SKIP Grant as deferred.  
She also indicated that the SKIP Grant was part of a $486,000 state-wide initiative.   
 
 However, minutes from the September 8, 2005, Board of Trustees meeting indicated that twelve JABG 
grants had been approved.  Routinely, minutes are taped at the meetings and transcribed at a later date.  The 
transcriber of the minutes relies extensively on the program staff to supply the detail for the approved grants.  
Once grants are approved by the Board, ICJI prepares grant award letters and agreements.  Each grant 
agreement is signed by the executive director and subgrantee.  The next quarterly board meeting was held on 
December 5, 2005. 
 
 Email documentation dated September 28, 2005, from the former Deputy Director of Programs to the 
JJSAG members, urgently requested the members to review an attached JABG application.  However, asking 
JJSAG members to review a grant subsequent to the September 8, 2005, Board of Trustees meeting is not in 
compliance with the agency's grant review process.  Correspondence from one of the members to the Deputy 
Director indicated it was the SKIP Grant application being reviewed.  There is no indication of the outcome of 
that request.  This indicates that the SKIP Grant had not been approved by the Board. 
 
 Additional documentation indicated that since there was a delay in expediting the Marion County 
Prosecutor's grant application through the county-leveI approval process, on October 28, 2005, the former 
Deputy Director of Programs in an email to the former Executive Director stated that the award to Marion 
County would be canceled, ICJI could become the legal applicant, and McKenna Consulting remained the 
implementing agency.  The $417,000 SKIP Grant was awarded to McKenna for $312,750 in federal funds with 
an ICJI state match of $104,250.  The former Executive Director signed the SKIP Grant agreement on October 
28, 2005, and Michael McKenna of McKenna Consulting signed on November 8, 2005.  McKenna received his 
first quarterly payment of $80,000 on December 7, 2005. 
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INDIANA CRIMINAL JUSTICE INSTITUTE 
REVIEW COMMENTS 

May 31, 2006 
(Continued) 

 
 

 If the SKIP application with either the DOC or Marion County Prosecutor's Office as the legal applicant 
had been approved by the Board of Trustees on September 8, 2005, there would be no reason to have 
canceled the Grant with the governmental unit and make ICJI the legal applicant six weeks later. 
 
 Of the twelve JABG applicants prepared for the September 8, 2005, board meeting, except for the 
SKIP Grant, all the legal applicants were units of local governments and the implementing agencies were 
either units of local government or community not-for-profit organizations experienced with the program objec-
tives.  Federal regulations state that, for JABG awards, only units of local governments are eligible subgrant 
recipients.  Therefore, ICJI had no authority to award JABG funds to itself or become the legal applicant. 
 
 The sixteen JABG program purpose areas are related to juvenile offenders and facilities, court serv-
ices and records, juvenile drug courts, hiring detention/correction personnel, training for prosecutors, law 
enforcement and court personnel, and other functions within the juvenile justice system.  These purpose areas 
do not mirror the preventive measures outlined in the SKIP project.  In fact, the OJJDP formula grant program 
area #4, 'Children of Incarcerated Parents,' would have been the appropriate funding source for a SKIP type 
grant rather than from a block grant award.  The OJJDP did not respond to our inquiries on this or other topics.  
 
 According to the JABG guidelines, a state can use up to 15% of its allocation for state-wide initiatives. 
Therefore, of the $1,041,400 JABG award to ICJI, only $152,160 could be used for such initiatives.  The SKIP 
Grant of $312,750 was double the allowable initiative funding.  
 
 On the signed SKIP award, the state was to provide the matching funds.  Since ICJI did not have the 
$104,250 of required matching state funds, it is not possible to determine where those funds would have come 
from. 
 
 After the initiation of the Office of Inspector General's investigation, the Grant was canceled by the 
Board of Trustees and the second payment of $110,000 disbursed to Michael McKenna was recovered and 
deposited back into the state system.  
 
 Evidence indicated that the Board of Trustees did not approve the SKIP Grant that was signed by 
Heather Bolejack, the former Executive Director. 
  
 Indiana Code 5-2-6-8 states in part that ". . . the trustees must approve any official action of the insti-
tute unless the trustees authorize a division to act with respect to specific decisions." 
 
 The OJJDP State Relations and Assistance Division's Formula/Block Grants Comparison Chart lists 
the only eligible subgrant recipients for JABG funds as "Eligible units of local government." 
  

Recipients of federal financial assistance are required to maintain internal controls over the federal 
programs to ensure each federal program is in compliance with laws, regulations, and the provisions of con-
tracts or grant agreements.  For each federal grant or contract, expenditures must be allowable for the grant, 
benefit the grant, be reasonable in nature and cost, and have complete back-up documentation.  (Accounting 
and Uniform Compliance Guidelines Manual for State Agencies, Chapter 12) 
 
 
LACK OF TIMELY COMPENSATION TO CLAIMANTS OF VIOLENT CRIMES 
 
 The Indiana Criminal Justice Institute (ICJI) administers the Victims Compensation Fund with funds 
from a federal grant and various state sources.  Compensation for expenses related to injuries sustained by 
victims of violent crimes including sex related crimes may be paid to eligible claimants and to providers of 
medical services and other related services.  Victims must submit the required application and ICJI approves 
submitted eligible claims for payment after a comprehensive review process. 
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INDIANA CRIMINAL JUSTICE INSTITUTE 
REVIEW COMMENTS 

May 31, 2006 
(Continued) 

 
 
 During our review of the Fund, we found that claims dating back to 2001 had not yet been approved 
for payments to claimants of violent crimes and no new claims have been entered into their database since 
June 2006.  Since ICJI is the payor of last resort to claimants of violent crimes, the dollar amount of violent 
crime claims which would ultimately be approved for payment cannot be established.  However, as of Septem-
ber 30, 2006, submitted violent crime claims totaled $4,610,398.90.   

 
Eligible claims dating back to June 2005 had not yet been approved for payments to claimants of sex 

crimes.  As of September 30, 2006, ICJI had received claims for expenses related to sex crimes totaling 
$1,957,480.75.  As the payor of first resort to claimants of sex related crimes, virtually all of the sex crime 
claims are considered current ICJI payables.   

 
As of September 30, 2006, ICJI had $3,530,277 in available funds to pay approved claims for both 

violent and sex related crimes.   
 
We also found that in early 2006, ICJI began a settlement process based on proposed legislation to 

pay medical providers a portion of their claims on the condition it is considered as payment in full.  Since the 
applicable legislation did not pass, this process may not be in compliance with state or federal guidelines. 

 
ICJI has not made timely payment of awards to victims who suffered injuries resulting from violent 

crimes including sex related crimes or to related providers of eligible services.  ICJI also has not monitored 
available revenue coming into the Fund to verify they receive all monies to which they are entitled.  A lack of 
internal controls contributed to the ineffective administration of the Fund resulting in poor service to claimants 
seeking compensation. 
 

Indiana Code 5-2-6.1-44 states:  " (a) If the fund would be reduced below two hundred fifty thousand 
dollars ($250,000) by payment in full of all awards that become final in a month, the division shall suspend 
payment of the claims that become final during the month and the following two (2) months and (b) At the end 
of the suspension period the division shall pay the suspended claims. If the fund would be exhausted by 
payment in full of the suspended claims, the amount paid to each claimant shall be prorated." 

 
 Each agency, department, institution, or office should have internal controls in effect which provide 
reasonable assurance regarding the reliability of financial information and records, effectiveness and efficiency 
of operations, proper execution of managements' objectives, and compliance with laws and regulations.  (Ac-
counting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 1) 
 
 
LACK OF WRITTEN POLICIES AND PROCEDURES 
 
 Throughout our review of ICJI, we consistently did not see written policies and procedures.  A lack of 
policies and procedures combined with inadequate internal controls could allow fraud to occur and go un-
detected. 
 
 Establishing and implementing written policies and procedures for all agency functions would provide 
continuity between administrations, consistent treatment across funding streams, more efficient operations, 
and proper accountability of public funds.  The ICJI Board of Trustees should support this effort. 
 
 Indiana Code 5-2-6-5 (b)(9) states in part that the Board of Trustees shall ". . . adopt rules, under IC 4-
22-2, necessary to carry out the purposes of this chapter." 
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INDIANA CRIMINAL JUSTICE INSTITUTE 
REVIEW COMMENTS 

May 31, 2006 
(Continued) 

 
 

Each agency, department, institution or office should have internal controls in effect which provide 
reasonable assurance regarding the reliability of financial information and records, effectiveness and efficiency 
of operations, proper execution of managements' objectives, and compliance with laws and regulations.  An 
agency's control environment consists of the overall attitude, awareness and actions of management and the 
governing board or commission.  (Accounting and Uniform Compliance Guidelines Manual for State Agencies, 
Chapter 1) 

 
 
INAPPROPRIATE USE OF PUBLIC FUNDS FOR SPONSORSHIPS 
 
 During our review of ICJI disbursements, we found that public funds were used to sponsor non-state 
events.  

 
In several cases Traffic Safety program funds awarded by the National Highway Traffic Safety Ad-

ministration (NHTSA) were intended to be used to sponsor such events.  NHTSA did not take exception to ICJI 
funding sponsorships in the past.  However, in a NHTSA correspondence dated August 15, 2005, the former 
Executive Director was notified that Traffic Safety funds could no longer be used to fund sponsorships.  In fact, 
in that letter, NHTSA disallowed $80,000 in prior sponsorships so ICJI was required to use state funds to pay 
for those sponsorships rather than federal funds. 

 
Subsequent to the August 15 notification, ICJI sponsored the 2005 Circle City Classic Parade and Pep 

Rally for $30,000 which was initially charged to the NHTSA fund/center but was ultimately paid with state 
funds.  The following items were included as part of the sponsorship package and available to be used by the 
Executive Director and/or other agency staff:  corporate executive to ride in the parade, eighteen suite and 
hospitality passes to the football game, twenty bleacher seats at the parade, thirty premium lower concourse 
tickets and thirty bleacher seats to the football game, one table for ten at the Classic Coaches' Luncheon, one 
table for ten at the Classic Gala, and one table for ten at the Cabaret.  These items are considered personal in 
nature and may be in violation of the State Ethics Commission rules. 

 
ICJI also sponsored the 2005 Big Ten Men's Basketball Tournament for $10,000 which was initially 

charged to the NHTSA fund/center.  The following items were included as part of the sponsorship package 
and available to be used by the Executive Director and/or other agency staff:  four all session tickets and four 
tickets to the Big Ten Tournament Celebration party.  Two session tickets were given away as door prizes to 
staff during an all-day agency seminar.  These items are considered personal in nature and may be in violation 
of the State Ethics Commission Rules. 

 
Since these events were not approved by NHTSA, state funds were required to pay for the total cost 

of these events.  Items of a personal nature procured with public funds should be repaid to the state.  How-
ever, we were unable to determine the value of those items of a personal nature.    

  
We also found a $5,000 golf outing sponsorship paid for with state Safe Haven Grant funds.  

 
ICJI administers the state Safe Haven Grant.  These funds are awarded to schools and school corpo-

rations to provide safer schools through various safety initiatives.  There is no authority for ICJI to spend Safe 
Haven Grant funds for a sponsorship even if that event raised funds for a not-for-profit organization who 
manages youth programs. 
 

The June 2005 sponsorship secured a Birdie-level foursome in the golf tournament and a table at the 
dinner following the tournament.  Documentation indicated that ICJI staff and others not employed by ICJI 
participated in the event.  According to the receipt of acknowledgement, the cost of golf and dinner for four 
was $1,400 plus $3,600 as a charitable contribution.  The golf outing and dinner are considered inappropriate 
and a personal use of public funds.  There is no authority for state funds to be used for charitable 
contributions.   
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INDIANA CRIMINAL JUSTICE INSTITUTE 
REVIEW COMMENTS 

May 31, 2006 
(Continued) 

 
 

The state must practice due diligence when spending public funds.  As the head of the agency, the 
former Executive Director was accountable for agency funds and, therefore, should be responsible for the 
inappropriate and personal uses of public funds.   

 
We requested that Heather Bolejack, former Executive Director, repay the State of Indiana for inappro-

priate and personal use of public funds relating to the Safe Haven sponsorship which totaled $5,000.  In addi-
tion, if the personal portion of the Circle City Classic Parade and Pep Rally and the Big Ten Basketball Tourna-
ment events can be quantified, Heather Bolejack should make restitution to the State of Indiana.  (See Sum-
mary, page 45)  

 
Indiana Code 5-13-4-20 states:  "'Public funds' means all fees and funds of whatever kind or character 

coming into the possession of any public officer by virtue of that office." 
 
According to 42 IAC 1-5-12 Use of state property:  "A state officer, employee, or special state ap-

pointee shall not make use of state materials, funds, property, personnel, facilities, or equipment for any pur-
pose other than for official state business unless the use is expressly permitted by a general written agency, 
departmental, or institutional policy or regulation."  

 
Public funds may not be used to pay for personal items or expenses which do not relate to the func-

tions and purposes of the governmental unit.  (Accounting and Uniform Compliance Guidelines Manual for 
State Agencies, Chapter 5)   

 
 Each agency, department, institution or office is responsible for compliance with applicable statutes, 
regulations, contract provisions, state policies, and federal requirements.  (Accounting and Uniform Compli-
ance Guidelines Manual for State Agencies, Chapter 1) 
 
 
INAPPROPRIATE USE OF PUBLIC FUNDS FOR FOOD PURCHASES 
 
 During our review of ICJI invoices, we found payments to caterers for food delivered to the agency 
and reimbursements to the former Executive Director for food purchased at local restaurants or delivered to 
the office.   
 
 ICJI purchased ten breakfasts, lunches, and/or snacks totaling $1,129.27 which were delivered to the 
office for agency staff meetings or other agency meetings involving only state employees.  The Executive 
Director was aware of these purchases since she scheduled and ran the staff meetings and initiated meal 
purchases for the other agency meetings.  These purchases are not in compliance with state policies. 
 
 On eight occasions, the Executive Director initially purchased and then received reimbursement for a 
total of $368.53 in local restaurant receipts.  These purchases involved only state employees and, therefore, 
are not in compliance with state policies. 
 
 We requested that Heather Bolejack, former Executive Director, repay the State of Indiana for in-
appropriate use of public funds which totaled $1,497.80.  A payment in the amount of $124 was received on 
November 6, 2006.  (See Summary, page 45) 
 
 Financial Management Circular #98-1 states that "Spending taxpayer dollars for meetings or events 
involving only state employees when no travel is involved is not appropriate." 
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Each agency, department, institution or office should have internal controls in effect which provide 
reasonable assurance regarding the reliability of financial information and records, effectiveness and efficiency 
of operations, proper execution of managements' objectives, and compliance with laws and regulations.  An 
agency's control environment consists of the overall attitude, awareness and actions of management and the 
governing board or commission.  (Accounting and Uniform Compliance Guidelines Manual for State Agencies, 
Chapter 1) 

 
 
REIMBURSEMENTS FOR PROFESSIONAL ATTORNEY EXPENSES 
 
 We found that ICJI paid professional attorney expenses for the former Executive Director and current 
Chief Deputy Director.  Although the agency may have benefited from their professional experience, the 
agency positions for which they were hired do not require attorney qualifications.   
 

The former Executive Director benefited from $615 in state funds used to pay for annual attorney 
dues, continuing legal education courses, and membership dues to legal affiliations.  One of those payments 
was to the Indianapolis Bar Association which included a $35 contribution to the Indianapolis Bar Foundation.   
 
 The Chief Deputy Director benefited from $302.50 in state funds used to pay for annual attorney dues 
and membership dues to legal affiliations. 
 
 We requested that Heather Bolejack, former Executive Director, repay the State of Indiana for reim-
bursement of professional attorney expenses which totaled $615.  A payment in the amount of $315 was 
received on November 6, 2006.  (See Summary, page 45)  We also requested that Jason Hutchens, Chief 
Deputy Director, repay the State of Indiana for reimbursement of professional attorney expenses which totaled 
$302.50.   A payment in the amount of $302.50 was received on October 5, 2006.  (See Summary, page 45)   
 
 State Ethics Commission Official Advisory Opinion No. 05-14 addresses reimbursement of licensing 
fees only for attorneys who are working in their capacity as an attorney for that agency.  

 
 According to the May 2005 'Ethics News,' Issue No. 42, ". . . the State Board of Accounts would take 
exception to an agency paying for CLE seminars and/or annual license fees if the attorney was employed in a 
non-attorney position. . . ." 
 
 Public funds may not be used to pay for personal items.  (Accounting and Uniform Compliance Guide-
lines Manual for State Agencies, Chapter 5)   
 
 
PERSONAL USE OF PUBLIC FUNDS FOR OUT-OF-STATE CONFERENCE 
 
 The former ICJI Executive Director attended a February 2006 NHTSA conference in New York City.  
The Director had approval from the State Travel Office for two days of business travel costs to cover hotel, 
transportation, and meal subsistence and to stay two additional days as personal.   
 

Prior to leaving, the agency advanced the former director $216.  A travel advance must be returned in 
its entirety.  Any travel related expenses should be submitted on a travel voucher for reimbursement.  As of 
October 2, 2006, this advance has not been repaid.   
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Following the conclusion of the conference, the former Deputy Director of Programs used her personal 

debit card to pay for the former Director's hotel costs including two non-business night stays.  She also 
deposited cash into the Director's bank account.  Subsequently, the former Deputy Director of Programs 
received three travel advances totaling $1,210.38 from state funds for these payments she made on behalf of 
the former Director.  As of October 2, 2006, these advances have not been repaid.  

 
After returning and filing for reimbursement of expenses, the former Director received $181.20 which 

included $30 of ineligible reimbursement costs.  The ineligible reimbursement costs are as follows:  lunch that 
was provided as part of the conference registration fee, breakfast the day after the conference ended, two 
days of parking at the Indianapolis Airport following the conference.   

 
We requested that Heather Bolejack, former Executive Director, repay the State of Indiana $216 for 

the outstanding travel advance and $30 for ineligible meals and parking which totaled $246.  A payment in the 
amount of $246 was received on November 6, 2006.  (See Summary, page 45)  We also requested that 
Susanne Katalina Gullans, former Deputy Director of Programs, repay the State of Indiana for outstanding 
travel advances which totaled $1,210.38.  A payment in the amount of $1,210.38 was received on November 
2, 2006.  (See Summary, page 45) 
 
 Financial Management Circular 2003-1, State Travel Policies and Procedures, states, in: 

 
Section 3-5(B), "In keeping with the "Spirit of the Circular", travel status should not start prior to, 
or end after, the normally required periods of time necessary to complete the official State 
Business";  
 
Section 3-5(C), "A state Traveler shall exercise special care not to seek reimbursement for 
expenses that could be construed to be personal.  If vacation leave or time off is combined with 
any trip, the lodging and subsistence for the extra days of travel time are not eligible for 
reimbursement." 
 
Section 4-3(B), "If a State Travel Expense has been approved in advance by the appropriate 
State Agency and the Travel Office, the actual State Travel Expense incurred by the State 
Traveler is payable only to the extent it is less than or equal to the approved State Travel 
Expense." 
 
Section 7-5, "The State of Indiana must not pay for a person's meal more than once.  This 
includes, but not limited to, meals included in registration fees. . . . If a person in travel status 
received a meal without charge, then the subsistence allowance must be reduced." 

 
Employees that receive an advance must sign a form acknowledging the amount received and agree 

to reimburse the agency the cash advance upon receipt of their travel reimbursement through the Auditor's 
Office.  Employees must submit their travel vouchers timely after completion of the trip.  Agencies giving cash 
advances must have procedures to ensure advances are reimbursed timely.  (Accounting and Uniform Compli-
ance Guidelines Manual for State Agencies, Chapter 7) 
 
 Cash advances can be issued for estimated eligible expenses including bus or train tickets, hotel base 
rate plus applicable taxes, and registrations.  Cash advances are not to be issued for meals or other 
expenses.  (Accounting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 11) 

 
Public funds may not be used to pay for personal items or for expenses which do not relate to the 

functions and purposes of the governmental unit.  (Accounting and Uniform Compliance Guidelines Manual for 
State Agencies, Chapter 5)   
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 Each agency, department, institution or office is responsible for compliance with applicable statutes, 
regulations, contract provisions, state policies, and federal requirements.  (Accounting and Uniform Compli-
ance Guidelines Manual for State Agencies, Chapter 1) 
 
 
OUTSTANDING TRAVEL ADVANCE FOR LODGING 
 
 The former ICJI Deputy Director of Programs charged a room reservation deposit for the January 
2006 conference on her debit card for the former Executive Director and received a travel advance of $175.19 
for that deposit on September 14, 2005.  Since the former Executive Director was not charged for a room, on 
January 20, 2006, the hotel credited the room deposit to the former Deputy Director of Program's debit card.  
The advance is still outstanding.   
 
 We requested that Susanne Katalina Gullans, former Deputy Director of Programs, repay the State of 
Indiana for funds advance for lodging which totaled $175.19.  A payment in the amount of $175.19 was 
received on November 2, 2006.  (See Summary, page 45) 
 

Employees that receive an advance must sign a form acknowledging the amount received and agree 
to reimburse the agency the cash advance upon receipt of their travel reimbursement through the Auditor's 
Office.  Employees must submit their travel vouchers timely after completion of the trip.  Agencies giving cash 
advances must have procedures to ensure advances are reimbursed timely.  (Accounting and Uniform Com-
pliance Guidelines Manual for State Agencies, Chapter 7) 

 
Each agency, department, institution or office should have internal controls in effect which provide 

reasonable assurance regarding the reliability of financial information and records, effectiveness and efficiency 
of operations, proper execution of managements' objectives, and compliance with laws and regulations.  (Ac-
counting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 1) 
 
 
UNALLOWED MEALS CLAIMED ON TRAVEL VOUCHERS 
 
 During our review of ICJI travel, we found where the former Executive Director and former Deputy 
Director of Programs had submitted travel vouchers for reimbursement of travel expenses that included meals 
which the state had already paid through conference registration fees.  For the January 2005 OJJDP con-
ference in Washington D.C., the conference itinerary stated that lunch was provided on two days; however, 
both the former Executive Director and former Deputy Director of Programs claimed full-day subsistence for 
each day.  The travel reimbursements should have reflected a reduction in subsistence of $8 for each lunch.   
 
 Establishing and implementing written policies and procedures for processing travel reimbursement 
vouchers could eliminate reimbursing employees for unallowed expenses.  Such policies and procedures may 
include following a standardized process flow and having all supporting documentation attached to the 
voucher before processing.   
 
 Financial Management Circular 2003-1, State Travel Policies and Procedures, Section 7-5 states:  
"The State of Indiana must not pay for a person's meal more than once.  This includes, but not limited to, 
meals included in registration fees. . . . If a person in travel status received a meal without charge, then the 
subsistence allowance must be reduced." 
 
 Each agency, department, institution or office is responsible for compliance with applicable statutes, 
regulations, contract provisions, state policies, and federal requirements.  (Accounting and Uniform Compli-
ance Guidelines Manual for State Agencies, Chapter 1) 
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REIMBURSEMENT FOR PERSONAL TRANSPORTATION 
 
 During our review of the January 2006 OJJDP conference, we found two ICJI employees had claimed 
and were reimbursed for cab fare transportation which was personal in nature.     
 
 Establishing and implementing written policies and procedures for processing travel reimbursement 
vouchers could eliminate reimbursing employees for unallowed expenses.  Such policies and procedures 
would include an internal audit function of travel claims prior to reimbursement and employee training on the 
state travel rules.   
 
 Financial Management Circular 2003-1, State Travel Policies and Procedures, Section 5-8(B) states 
that "The cost of transportation between the terminal, the place of lodging and other place of business may be 
reimbursed." 
 

Public funds may not be used to pay for personal items or for expenses which do not relate to the 
functions and purposes of the governmental unit.  (Accounting and Uniform Compliance Guidelines Manual for 
State Agencies, Chapter 5)   
 
 Each agency, department, institution or office is responsible for compliance with applicable statutes, 
regulations, contract provisions, state policies, and federal requirements.  (Accounting and Uniform Compli-
ance Guidelines Manual for State Agencies, Chapter 1) 
 
 
LACK OF TIMELY REPAYMENT OF ADVANCES 
 
 During our review, we found that several cash advances from the SDO fund were not repaid timely.  
Funds were advanced to employees before traveling.  Upon return, staff would submit and receive reimburse-
ments and then not repay their advances to the state.  Some advances were not repaid for several months.  
Details of outstanding advances are discussed in comments entitled Personal Use of Public Funds for Out-of-
State Conferences and Outstanding Travel Advance for Lodging.  As of October 26, 2006, there were out-
standing travel advances totaling $1,601.57. 

 
Travel advances are prepayments to employees to cover eligible state travel expenses and should not 

be construed as a short- or not so short-term loan using state funds.  
 
Employees that receive an advance must sign a form acknowledging the amount received and agree 

to reimburse the agency the cash advance upon receipt of their travel reimbursement through the Auditor's 
Office.  Employees must submit their travel vouchers timely after completion of the trip.  Agencies giving cash 
advances must have procedures to ensure advances are reimbursed timely. (Accounting and Uniform Compli-
ance Guidelines Manual for State Agencies, Chapter 7)  
 
 
NONCOMPLIANCE WITH STATE PROCUREMENT RULES 
 

During our review of ICJI contracts and other related disbursements, we found numerous areas of 
noncompliance, including, but not limited to, the following:  1.  A lack of evidence to support solicitation of bids 
for goods and services; 2.  A lack of contracts to support disbursements of $5,000 and more; 3.  Contracts 
executed subsequent to the start date of services; 4.  Contracts not executed for subgrantee awards; 5. 
Splitting of invoices into purchases of less than $5,000 to avoid executing a contract or obtaining written 
quotes. 
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In addition, upon termination of the former Executive Director, the agency learned that the former 

Director had made commitments totaling $430,000 through email correspondence and apparent verbal com-
mitments based on vendor communications.  There was no documentation to indicate that contracts for these 
services had been initiated.  Since ICJI had not received any related goods or services or awarded any fund-
ing, the agency was able to cancel these commitments.  

 
Indiana Code 4-13-2-14.1 and 14.2 require that a contract to which a state agency is a party must be 

properly approved and in writing. 
 

Indiana Code 5-22, Special Procurements, requires "competition, documentation and approval of 
IDOA's commissioner." 

 
The Indiana Department of Administration (IDOA) Procurement Streamlining Manual states that 

"Competitive solicitation is required for any purchase over $500 if the purchase is not made from PEN 
Products, INARF, or a QPA." 

 
Purchases or payments cannot be artificially divided to circumvent the SDO limit.  (Accounting and 

Uniform Compliance Guidelines Manual for State Agencies, Chapter 7) 
 
 Each agency, department, institution or office is responsible for compliance with applicable statutes, 
regulations, contract provisions, state policies, and federal requirements.  (Accounting and Uniform Compli-
ance Guidelines Manual for State Agencies, Chapter 1) 
 
 
LACK OF SDO FUND RECONCILIATION 
 
 During our review of the ICJI Special Disbursing Officer (SDO) Fund for the period of March 2005 
through May 2006, we found no evidence of any SDO advance reconciliations.  Therefore, the agency was 
unable to identify the SDO advance balance or determine whether the advance was over or short.  Bank 
account reconciliations were performed through November 2005. 
 
 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.  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) 
 
 
LACK OF ADEQUATE DISBURSEMENT DOCUMENTATION 

 
ICJI could not locate many documents selected for our review.  In addition, we found numerous types 

of disbursements which did not contain adequate supporting documentation including, but not limited to, the 
following:  travel vouchers, claim and SDO disbursements, contracts, and sponsorships. 

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

be established.  All documentation supporting financial transactions are the property of the state and should 
remain in the custody of the agency.   
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Supporting documentation such as receipts, cancelled checks, invoices, bills, contracts, etc., must be 
made available for audit to provide supporting information for the validity and accountability of monies received 
or disbursed.  (Accounting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 1) 
 
 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) 
 
 
NO APPROVED TELEWORK POLICY 
  
 Information presented during our review indicated that some ICJI staff routinely worked from home.  
However, state employees cannot work at a remote location without prior authorization.  According to the State 
Personnel Department (SPD), ICJI did not have such a policy.   
 
 The SPD Telework Policy, Statement of Policy #2, states:  "Agencies desiring to utilize telework 
programs must develop a written telework policy and secure approval of the program from the State Personnel 
Director." 
 

Each agency, department, institution or office should have internal controls in effect which provide 
reasonable assurance regarding the reliability of financial information and records, effectiveness and efficiency 
of operations, proper execution of managements' objectives, and compliance with laws and regulations.  An 
agency's control environment consists of the overall attitude, awareness and actions of management and the 
governing board or commission.  (Accounting and Uniform Compliance Guidelines Manual for State Agencies, 
Chapter 1) 

 
 
CELLULAR PHONE USAGE 
 
 ICJI purchased cell phone/blackberry services for executive staff.  We found that several employees 
had overage charges well in excess of the monthly base charge.  During our review period, we saw no evi-
dence that staff were required to review the bills and reimburse the state for any personal calls.   
 

Personal long distance calls are not allowed to be charged to the State.  Agencies should review 
monthly billings from Telecommunications for indication of charges for personal calls.  If an agency discovers 
that personal calls have been placed, reimbursement must be sought for the charges incurred.  (Accounting 
and Uniform Compliance Guidelines Manual for State Agencies, Chapter 5) 

 
Agencies should monitor the use of cellular phones to ensure that they are not paying for air time that 

is not needed. Agencies should review service provider's plans and determine if there may be a more cost 
efficient plan based on the actual use of the phone service.  (Accounting and Uniform Compliance Guidelines 
Manual for State Agencies, Chapter 5) 
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COST ALLOCATION AND INDIRECT COSTS 
 

As stated in our prior Report B23173, ICJI's manual allocation process uses journal vouchers to allo-
cate common costs among the various benefiting grants and requires significant staff time. 
 

Consideration should be given to contacting the budget agency to assess the viability of an indirect 
cost rate plan to replace the existing allocation system.  An acceptable rate applied to a consistent base would 
provide comparable results and significantly reduce the burden of the existing manual system. 
 

Any cost that is a direct cost but not 100% for a particular grant must be allocated between each grant 
for which the cost is related and to state funds for portions not relating to federal grants.  The allocation must 
be made on a logical basis and on a basis that represents the direct benefit to the grant.  Some federal pro-
grams require approval of an allocation plan by the federal grantor agency.  (Accounting and Uniform Com-
pliance Guidelines Manual for State Agencies, Chapter 12) 
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 The contents of this report were discussed on November 8, 2006, with Michael Cunegin, Executive 
Director; and John Von Arx, former interim Executive Director and current Board of Trustees Chairman.   
 
 The contents of this report were mailed on November 15, 2006, to Heather E. Bolejack, former 
Executive Director; Robin Tew, former Executive Director; and Donna Roberts, former interim Executive 
Director.  
 
 Official responses have been made a part of this report and may be found on pages 17 through 44.
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Charges Credits Balance Due

Heather Bolejack, former Executive Director:
Inappropriate Use of Public Funds

for Sponsorships, pages 7-8 5,000.00$       -$                   5,000.00$       
Inappropriate Use of Public Funds

for Food Purchases, pages 8-9 1,497.80         124.00            1,373.80         
Reimbursements for Professional

Attorney Expenses, page 9 615.00            315.00            300.00            
Personal Use of Public Funds for

Out-of-State Conference, pages 9-11 246.00          246.00           -                    

   Subtotal 7,358.80       685.00           6,673.80        

Susanne Katalina Gullans, former Deputy 
Director of  Programs:

Personal Use of Public Funds for
Out-of-State Conference, pages 9-11 1,210.38         1,210.38         -                     

    Outstanding Travel Advance for Lodging, page 11 175.19          175.19           -                    

   Subtotal 1,385.57       1,385.57       -                    

Jason Hutchens, Chief Deputy Director:
Reimbursements for Professional

Attorney Expenses, page 9 302.50          302.50           -                    

Totals 9,046.87$      2,373.07$      6,673.80$      
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