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 STATE OF INDIANA 

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

 
   Telephone: (317) 232-2513 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TO:  THE OFFICIALS OF THE CITY OF HAMMOND 
 
 
 We have audited the records of the City Clerk for the period from January 1, 2010 to December 
31, 2010, 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 Comments.  The financial 
transactions of this office are reflected in the Annual Report of the City of Hammond for the year 2010. 
 

STATE BOARD OF ACCOUNTS 
 
April 19, 2011 
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CITY CLERK 
CITY OF HAMMOND 

AUDIT RESULTS AND COMMENTS 
 
 
 

RECORD OF HOURS WORKED 
  

The City Clerk's office did not maintain appropriate payroll records reflecting the actual number of 
hours worked each day by each employee.  The City Clerk's office did not provide a time sheet nor did 
the prescribed employee service record provided note the actual number of hours worked each day.   
 

The Employee's Service Record (General Form No. 99A) must be kept by each office or 
department for each employee in order to properly prepare "Payroll Schedule and Voucher, General Form 
No. 99."  It records the hours or days worked, sick leave, vacation and days lost.  It may also be used to 
comply with the requirements of IC 5-11-9-4 regarding recording hours worked each day by an 
employee."  (Accounting and Uniform Compliance Guidelines Manual for Cities and Towns, Chapter 4) 
  

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) 
  

Indiana Code 5-11-9-2 states:   
 
"On and after January 1, 1948, all accounts or vouchers of any political subdivision of the 
state for personal services of officers and employees shall be made in such form as may be 
prescribed by the state board of accounts." 

  
Indiana Code 5-11-9-4 states in part:   
 
"(a)  The state board of accounts is hereby authorized to prescribe the forms of accounts and 
vouchers provided for by sections 1 and 2 of this chapter.  (b) The state board of accounts 
shall require that records be maintained showing which hours were worked each day by 
officers and employees:  (1) covered by section 1 or 2 of this chapter; and . . ." 

 
 
OLD OUTSTANDING CHECKS (WARRANTS) 
 
 Our review of the bank reconcilements as of December 31, 2010, included (checks, warrants) 
totaling $2,254.50 outstanding in excess of two years. 
 
 In order to eliminate old outstanding checks from the records, the Court should perform the 
following: 
  

1. Issue a formal stop payment order to the bank upon which each check is drawn. 
 

2. Enter the amount of each check as a receipt in the cash book.  Post the respective 
amounts to the trust column of the cash book and enter each amount in the name of the 
payee in the register of trust funds.  

 
3. Since the checks have never cleared the bank, the amount is still on deposit.  Therefore, 

when all such checks are charged to the records and reinstated in the trust register, the 
original check number will be eliminated as outstanding in the next reconcilement with the 
bank.  
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CITY CLERK 
CITY OF HAMMOND 

AUDIT RESULTS AND COMMENTS 
(Continued) 

 
 

4. If, at the time such checks are restored to the records, the original dates indicate the 
checks have been outstanding for five or more years, they should be paid over to the 
Attorney General immediately.  The original date should be shown in the register of trust 
funds. If the checks are not five years old they should be held until the five year period 
has elapsed.  

 
 The entry in the cash book should be:  "Old Outstanding Check No. issued Date, to (Name)," and 
extend the amounts to the total and trust fund columns. 
 
 Since outstanding checks of the court are not included within the meaning of Indiana Code 
5-11-10.5, city and town courts are to follow the preceding steps in handling old outstanding checks. 
  
 City and town courts are required to report these items to the Attorney General annually online.  
For information on reporting online, contact the Attorney General's office at 
upholder@indianaunclaimed.com or 1-800-447-5598.  (Accounting and Uniform Compliance Guidelines 
Manual for City and Town Courts, Chapter 4) 
 
 
UNCLAIMED MONEY OVER FIVE YEARS OLD 
  
 The Clerk's Trust Register includes money held in excess of five years.  The detail trust listing 
includes entries dating back to the 1980's and of the $1,780,184 year end trust balance, approximately 
$753,782 or 42 percent of the balance was determined to be held in excess of five years.  The funds have 
not been remitted to the Attorney General's office as unclaimed funds in accordance with state statute.  A 
similar comment appeared in the prior report. 
 
 All items that can be legally disbursed should be paid immediately to the person or persons 
entitled thereto.  All fees and funds five or more years old, including old outstanding checks, should be 
scheduled on forms provided by the Attorney General and paid over to the Attorney General as required 
by IC 32-34-1-20(c)(6).  Items should not be allowed to accumulate beyond the five year anniversary 
date.  (Accounting and Uniform Compliance Guidelines Manual for City and Town Courts, Chapter 4)  
  
 Indiana Code 32-34-1-20(c) states in part: 
  
 "Property that is held, issued, or owed in the ordinary course of a holder's business is 

presumed abandoned if the owner or apparent owner has not communicated in writing with 
the holder concerning the property or has not otherwise given an indication of interest in the 
property during the following times:  . . . 

  
 (6) For property or proceeds held by a court or a court clerk, five (5) years after the 

property or proceeds become distributable.  The property or proceeds must be treated as 
unclaimed property under Indiana Code 32-34-3." 

  
 Indiana Code 32-34-1-26(a) states:  "A holder of property that is presumed abandoned and that is 
subject to custody as unclaimed property under this chapter shall report in writing to the attorney general 
concerning the property." 
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CITY CLERK 
CITY OF HAMMOND 
EXIT CONFERENCE 

 
 

 The contents of this report were discussed on April 19, 2011, with Robert J. Golec, City Clerk; 
Kathryn L. Knapp, Office Manager; and Jennifer L. Barras, Staff Accountant.  The official response has 
been made a part of this report and may be found on pages 7 through 13. 
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