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CLERK-TREASURER 
TOWN OF HIGHLAND 

AUDIT RESULTS AND COMMENTS 
 
 
 

TEMPORARY LOAN BETWEEN FUNDS 
 

A temporary loan of $80,000 was made on December 28, 2006, from the Health Self-Insurance 
Fund to the Park and Recreation Fund and was not repaid or declared an emergency to extend the 
repayment date by December 31, 2007.  The loan was extended by Resolution 2008-10 on April 14, 
2008, to be repaid no later than June 30, 2008. 

 
Indiana Code 36-1-8-4 concerning temporary transfer states in part: 

 
"(a) . . . (3) Except as provided in subsection (b), the prescribed period must end during the 
budget year of the year in which the transfer occurs.  (4) The amount transferred must be 
returned to the other fund at the end of the prescribed period. . . . 
 
(b) If the fiscal body of a political subdivision determines that an emergency exists that 
requires an extension of the prescribed period of a transfer under this section, the prescribed 
period may be extended for not more than six (6) months beyond the budget year of the year 
in which the transfer occurs if the fiscal body does the following:  (1) Passes an ordinance or 
a resolution that contains the following:  (A) A statement that the fiscal body has determined 
that an emergency exists.  (B) A brief description of the grounds for the emergency.  (C) The 
date the loan will be repaid that is not more than six (6) months beyond the budget year in 
which the transfer occurs.  (2) Immediately forwards the ordinance or resolution to the state 
board of accounts and the department of local government finance."  

 
 
PAYROLL 
 

The following payroll discrepancies were noted: 
  

1. The Public Works Department disposed of documentation to support compensatory 
time earned for 2007.  
 

2. The employee service records for the Public Works Department did not track 
compensatory balances earned or used. 
 

3. The public works time cards did not include compensatory time earned.  The time 
cards did not reflect actual hours worked when compensatory time was earned. 
 

4. The Park Department did not maintain records of the starting and ending time worked 
for salaried employees who were not on a fixed schedule. 
 

5. According to the Town policy, employees may carry over no more than 20 personal 
days to the subsequent year.  Individuals were carrying up to 28 days to the subse-
quent year. 
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CLERK-TREASURER 
TOWN OF HIGHLAND 

AUDIT RESULTS 
(Continued) 

 
 

Indiana Code 5-15-6-3(f) concerning destruction of public records, states in part: 
 
"Original records may be disposed of only with the approval of the commission according to 
guidelines established by the commission." 

 
Supporting documentation such as receipts, canceled checks, tickets, invoices, bills, contracts, 

and other public records must be available for audit to provide supporting information for the validity and 
accountability of monies disbursed.  Payments without supporting documentation may be the personal 
obligation of the responsible official or employee.  (Accounting and Uniform Compliance Guidelines 
Manual for Cities and Towns, Chapter 7)  

 
Each governmental unit is responsible for complying with the ordinances, resolutions, and poli-

cies it adopts. (Accounting and Uniform Compliance Guidelines Manual for Cities and Towns, Chapter 7) 
 
The Federal Fair Labor Standards Act (FLSA) requires that records of wages paid, daily and 

weekly hours of work, and the time of day and day of week on which the employee's work week begins be 
kept for all employees.  These requirements can be met by use of the following prescribed general forms: 
 

General Form 99A, Employee's Service Record 
General Form 99B, Employee's Earnings Record 
General Form 99C, Employee's Weekly Earnings Record 

 
General Form 99C is required only for employees who are not exempt from FLSA, are not on a 

fixed work schedule, and are not paid weekly. 
 
Additional information regarding FLSA rules and regulations may be obtained from the 

Department of Labor.  (Accounting and Uniform Compliance Guidelines Manual for Cities and Towns, 
Chapter 7)  
 

Officials and employees are required to use State Board of Accounts prescribed or approved 
forms in the manner prescribed.  (Accounting and Uniform Compliance Guidelines Manual for Cities and 
Towns, Chapter 7)  
 



-6- 

CLERK-TREASURER 
TOWN OF HIGHLAND 
EXIT CONFERENCE 

 
 

 The contents of this report were discussed on July 10, 2008, with Bernie Zemen, President of the 
Town Council; Michael W. Griffin, Clerk-Treasurer; Carol L. Morrison, Deputy Clerk-Treasurer; and John 
Bach, Public Works Director.  The official response has been made a part of this report and may be found 
on pages 7 through 11. 
 














