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STATE OF INDIANA

AN EQUAL OPPORTUNITY EMPLOYER STATE BOARD OF ACCOUNTS
302 WEST WASHINGTON STREET
ROOM E418
INDIANAPOLLIS, INDIANA 46204-2769

Telephone: (317) 232-2513
Fax: (317) 232-4711
Web Site: www.in.gov/sboa

TO: THE OFFICIALS OF PUTNAM COUNTY

We have audited the records of the Board of County Commissioners for the period from January
1, 2007 to December 31, 2007, and certify that the records and accountability for cash and other assets
are satisfactory to the best of our knowledge and belief, except as stated in the Audit Results and Com-
ments. The financial transactions of this office are reflected in the Annual Report of Putnam County for
the year 2007.

STATE BOARD OF ACCOUNTS

August 20, 2008



BOARD OF COUNTY COMMISSIONERS
PUTNAM COUNTY
AUDIT RESULTS AND COMMENTS

PUBLIC WORKS CONTRACT IN EXCESS OF $100,000

On February 5, 2007, a $103,725.00 public works contract was approved by the County Commis-
sioners for replacing the roof on the County jail; however the project was already completed and paid in
full in 2006. The County failed to comply with the provisions of the Public Works Law by:

(1) Failure to request or receive sealed bids. Two quotes were obtained by the County
Sheriff, but there was no evidence presented for audit that sealed bids were requested or
received.

(2) Failure to obtain a written contract signed and approved by the Board of County Com-
missioners prior to the start of the project.

(3) Failure to withhold retainage from payments to the contractor and place in an escrow
account.

Indiana Code 36-1-12-4(a) states in part: "This section applies whenever the cost of a public
work project will be: (1) at least seventy-five thousand dollars ($75,000) in: (A) a consolidated city or
second class city; or (B) a county containing a consolidated city or second class city; (2) at least fifty
thousand dollars ($50,000) in: (A) a third class city or town with a population of more than five thousand
(5,000), or (B) a county containing a third class city or town with a population of more than five thousand
(5,000); or (3) at least twenty-five thousand dollars ($25,000) in a political subdivision or an agency not
described in subdivision (1) or (2)."

Indiana Code 36-1-12-4(b) states in part: "The board must comply with the following procedure:
(1) The board shall prepare general plans and specifications describing the kind of public work required,
but shall avoid specifications which might unduly limit competition. . . . (2) The board shall file the plans
and specifications in a place reasonably accessible to the public, which shall be specified in the notice
required by subdivision (3). (3) Upon the filing of the plans and specifications, the board shall publish
notice in accordance with IC 5-3-1 calling for sealed proposals for the public work needed. . . ."

Indiana Code 36-1-12-14(b) states in part: "A board that enters into a contract for public work,
and a contractor who subcontracts parts of that contract, shall include in their respective contracts pro-
visions for the retainage of portions of payments by the board to contractors, by contractors to subcon-
tractors, and for the payment of subcontractors. Either the board or contractor, or both, shall place the
retainage in an escrow account, with a bank, savings and loan institution, or the state as the escrow
agent. The escrow agent shall be selected by mutual agreement between board and contractor or con-
tractor and subcontractor under a written agreement among the bank or savings and loan institution. . . ."

Payments made or received for contractual services should be supported by a written contract.
Each governmental unit is responsible for complying with the provisions of its contracts. (Accounting and
Uniform Compliance Guidelines Manual for Counties, Chapter 1)



BOARD OF COUNTY COMMISSIONERS
PUTNAM COUNTY
AUDIT RESULTS AND COMMENTS
(Continued)

CREDIT CARDS

As reported in the prior Report B30784, several County departments are using credit cards to

purchase items without a detailed and approved credit card policy.

The State Board of Accounts will not take exception to the use of credit cards by a governmental

unit provided the following criteria are observed:

1)

(2)
3)

(4)

(5)

(6)

(7)

(8)

The governing board must authorize credit card use through an ordinance or resolution,
which has been approved in the minutes.

Issuance and use should be handled by an official or employee designated by the Board.

The purposes for which the credit card may be used must be specifically stated in the
ordinance or resolution.

When the purpose for which the credit card has been issued has been accomplished, the
card should be returned to the custody of the responsible person.

The designated responsible official or employee should maintain an accounting system or
log which would include the names of individuals requesting usage of the cards, their
position, estimated amounts to be charged, fund and account numbers to be charged,
date the card is issued and returned, etc.

Credit cards should not be used to bypass the accounting system. One reason that
purchase orders are issued is to provide the fiscal officer with the means to encumber
and track appropriations to provide the governing board and other officials with timely and
accurate accounting information and monitoring of the accounting system.

Payment should not be made on the basis of a statement or a credit card slip only. Pro-
cedures for payments should be no different than for any other claim. Supporting docu-
ments such as paid bills and receipts must be available. Additionally, any interest or
penalty incurred due to late filing or furnishing of documentation by an officer or em-
ployee should be the responsibility of that officer or employee.

If properly authorized, an annual fee may be paid.

(Accounting and Uniform Compliance Guidelines Manual for Counties of Indiana, Chapter 1)



BOARD OF COUNTY COMMISSIONERS
PUTNAM COUNTY
EXIT CONFERENCE

The contents of this report were discussed on August 26, 2008, with Kristina Warren, Vice Presi-
dent of the Board of County Commissioners. The official concurred with our audit findings.





