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Summary of Procedures and Findings 
 
 
 
PROCEDURES 
 

Receipt Procedures 
 
 We gained an understanding of the process from collection of receipt to posting in the financial 
records, identified key controls and tested a sample of receipts for those key controls.  Additionally, we 
reviewed a sample of receipts, for compliance with key compliance areas for receipts, from the State 
Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies.  We also conducted a 
test on refund of expenditures to ensure proper accounting for these refunds.   
 

Vendor Disbursement Procedures  
 
 We performed sample testing on procurement and travel card transactions, contract disbursements, 
fleet fuel card transactions, and general disbursements for compliance with key compliance areas for dis-
bursements from the State Accounting and Uniform Compliance Guidelines Manual for State and Quasi 
Agencies, as well as compliance with the agency's policies.  Additionally, we reviewed late penalty charges 
paid by the agency. 
 

Payroll Procedures 
 

 We determined the process and controls in place for payroll disbursements.  For agencies that use 
the state's time and labor module, we tested a sample of employees to ensure that payroll disbursements had 
proper approval.  For agencies that were not on time and labor or use an outside sub system for payroll 
tracking or process, we determined the processes and controls in place and tested those controls, including 
proper approval.  Additionally, we reviewed for any payroll activity that was not being appropriately reported 
as income to an employee.  Lastly, we conducted a review of overtime and comp time earned for reason-
ableness.   
 

SDO (Special Disbursing Officer) Procedures  
 
 We conducted procedures to determine if an SDO was still in use.  If an SDO was still in use, we 
determined if the transactions were proper and that the account is being properly reconciled to the financial 
system and to the bank account.  We also tested to determine if the balance within the SDO account was 
reasonable based on the activity occurring within the account.   
 

Capital Asset Procedures 
 
 We conducted procedures to gain an understanding of the capital asset activity.  We verified that 
there was a capital asset inventory in place and up to date.  Additionally, we tested a sample capital asset 
additions and deletions to ensure proper accounting and compliance with key compliance areas for capital 
assets from the State Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
as well as compliance with the agencies' own policies.   
 

Agency Specific Procedures 
 

  In some cases, agency specific procedures were conducted based on a specific concern or risk.  
These agency specific procedures were done on a case by case basis.   
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Summary of Procedures and Findings 
(Continued) 

 
 
FINDINGS 
 

Of the 27 executive branch agencies reviewed, 10 of those did not have any issues identified.  Those 
agencies are shown below:   
 

Auditor of State 

Indiana Board of Tax Review 

Indiana Department of Transportation 

Indiana Historical Bureau 

Indiana Secretary of State 

Indiana Treasurer of State 

Integrated Public Safety Commission 

Office of Management and Budget 

Office of the Inspector General 

Office of Utility Consumer Counselor 
 

The remaining 17 state agencies reviewed had issues in the following areas as shown below:   
 

 

Receipts Disbursements  SDO  Payroll 
Capital 
Assets  Other  Total 

Alcohol and Tobacco Commission 1  1  3  ‐  1  ‐  6 

Bureau of Motor Vehicles/ 
   Motor Vehicles Commission 1  ‐  2  ‐  ‐  1  4 

Department of Child Services ‐  1  ‐  ‐  1  ‐  2 

Department of Local Government Finance ‐  ‐  ‐  ‐  1  ‐  1 

Department of Natural Resources ‐  1  1  ‐  ‐  ‐  2 
Family and Social Services  
   Administration 1  1  ‐  ‐  ‐  2  4 

Indiana Department of Administration 3  ‐  2  ‐  1  ‐  6 

Indiana Department of Education ‐  ‐  ‐  ‐  1  ‐  1 
Indiana Department of Environmental 
    Management ‐  1  1  ‐  1  ‐  3 

Indiana Gaming Commission and  
   Department of Gaming Research 1  ‐  ‐  ‐  1  ‐  2 

Indiana Department of Revenue 3  ‐  ‐  ‐  ‐  ‐  3 

Indiana Professional Licensing Agency ‐  1  ‐  ‐  1  ‐  2 

Indiana State Department of Health 1  1  1  ‐  ‐  1  4 

Indiana State Library 1  1  ‐  ‐  1  ‐  3 

Indiana War Memorials Commission 1  ‐  ‐  ‐  1  ‐  2 

Office of Environmental Adjudication 1  1  ‐  ‐  1  ‐  3 

State Budget Agency ‐  ‐  ‐  ‐  1  ‐  1 

14  9  10  ‐  12  4  49 
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ALCOHOL AND TOBACCO COMMISSION 
July 1, 2012 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Chairman    Alex D. Huskey    07-01-12 to 10-14-14 
     David Johnson (Interim)   10-15-14 to 01-04-15 
     David Cook    01-05-15 to 01-08-17 
 
 
SDO RECONCILIATIONS 
  

The Alcohol and Tobacco Commission did not maintain documentation evidencing that any SDO 
reconciliation was conducted for any month in the review period.  
 

At least monthly, the following reconciliations must be performed for the SDO fund: 
 
 Manually reconcile cleared checks from the monthly bank statement. 

 
 If Automatic Reconciliation is used, reconcile checks cleared from imported bank file. 

 
 Reconciliation of the ENCOMPASS check register to the bank balance. 

 
 Reconciliation of the SDO LPN advance to the ENCOMPASS check register balance. 
 
 If manual SDO checks are used, reconciliation of the SDO manual check register balance 

to the ENCOMPASS check register balance. 
 
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 

6.4) 
 
 
ANNUAL PHYSICAL INVENTORY 
 

The Alcohol and Tobacco Commission did not maintain documentation evidencing that an annual 
inventory was conducted for any fiscal year in the review period.   

 
Each year a physical inventory is to be taken and compared to the master listing from the 

ENCOMPASS Asset Management system.  This helps to ensure the asset inventory is accurate and that 
assets have not left the agency without authorization.  It also aids in identifying unused or obsolete assets. 
Evidence of the physical inventory must be maintained in the agency's records.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Capital Asset Accounting, Chapter 8.4) 

 
 
SDO ACTIVITY - UNALLOWABLE TRANSACTIONS  
  

All Alcohol and Tobacco Commission Special Disbursement Officer (SDO) transactions from the 
review period were tested.  Of these 37 expenditures tested, 25 expenditures had at least one transaction that 
was for an unallowable item.  Examples of unallowable items purchased include:  
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ALCOHOL AND TOBACCO COMMISSION 
July 1, 2012 to December 31, 2014 

(Continued) 
 
 

 Vehicle expenses 
 

 Items available through a QPA 
 

 Personal items 
 

 Parking charges 
 

Of the remaining 12 expenditures, 3 had transactions that could not be supported by supporting 
documentation.  
 

All copies of both SF49068 and SF47911, as well as all receipts for SDO expenditures (as noted in 
State retention schedule), should be retained at the agency in a permanent file until the LPN in closed.  
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 6.4) 
 

SDO funds shall NOT be spent on:  
 

 Items available on any Quantity Purchase Agreement (QPA). 
 
 PEN products or other prison industry products 
 
 Printing services above $500 without justification from IDOA 
 
 Items or services procured on an encumbered purchase order contract 
 
 Advance payments, except as authorized by IC 4-13-2-20(a) and (b) 
 
 Items that could be more economically or effectively procured by use of competitive bidding 

or quotes 
 
 Personal items and alcoholic beverages, escort services, furs, jewelry, movie rentals 
 
 Travel related expenses such as hotel charges and vehicle rentals; vehicle expenses such 

as repair, parking, fuel purchases 
 
 Capital assets 
 
 Gift cards or gift certificates 
 
 Awards or prizes 
 
 Utility payments 
 
 Restaurants or food, entertainment 
 
 Any other items required to be purchased through ePro, as defined in the STREAMLINING 

Delegation of Purchasing Authority Program, which is available at 
www.in.gov/idoa/3341.htm. 

 
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 6.4) 
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ALCOHOL AND TOBACCO COMMISSION 
July 1, 2012 to December 31, 2014 

(Continued) 
 
 
INTERNAL CONTROLS OVER REVENUE 
 

During our review, we identified deficiencies in internal controls over revenues collected by the 
Alcohol and Tobacco Commission (ATC). 
 

A complete cash receipts journal (Cash Book) was not utilized by the agency.  In lieu of a Cash Book, 
the ATC used transaction detail reports compiled by its My License Online software program.  While these 
reports contained many elements of a Cash Book, other elements were also missing.  Most notably, the 
transaction detail reports do not contain reference to a specific PeopleSoft Deposit ID number.  Consequently, 
ATC officials are unable to perform periodic reconciliations between a Cash Book and the PeopleSoft 
accounting records. 

 
Additionally, deposits of agency revenue were not remitted to the Treasurer of State by the next 

business day in 21 of the 40 transactions tested.  Delays up to 10 days were noted during testing. 
 
Each agency, department, quasi, institution or office should have internal controls in effect to 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 regula-
tions.  Among other things, segregation of duties, safeguarding controls over cash and all other assets, and 
forms of information processing are part of an internal control system.  (Accounting and Uniform Compliance 
Guidelines Manual for State and Quasi Agencies, Organizational Overview--General Guidelines & Policy, 
Section IV) 
 

If money is received on a regular basis, some type of Cash Book (paper or electronic) is required 
(See 4.1.2).  This Cash Book must list the revenue by classification and amount in detail.  Noting cash and 
checks separately is helpful for reconciliation to the final Report of Collection.  The Cash Book may include 
the receipt number or daily summaries from a source document or data processing listing.  The amount 
deposited with the Treasurer of State and the corresponding ENCOMPASS Deposit ID must also be shown 
on the Cash Book.  The process of issuing a receipt and posting the cash receipts journal can be incorporated 
into one function.  Only actual collections of money, whether it be cash, check, or money orders, must be 
included in the Cash Book.  This is a method of assuring that these monies reconcile with the actual deposits 
with the TOS.  Corrections, wire transfers and other bank to bank transfers wouldn't be necessary to include, 
as no one in the agency actually receives money in these cases.  

 
Since there is no standard cash book (also referred to as a cash receipts journal) prescribed for state 

agencies, all types of internal cash books or journals must be approved in writing by the State Board of 
Accounts.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 
4.4) 

 
Indiana Code 5-13-6-1(b) states in part:   
 
". . . all public funds collected by state officers . . . shall be deposited with the treasurer of state, 
or an approved depository selected by the treasurer of state, not later than the business day 
following the receipt of the funds . . . Deposits do not relieve any state officer from the duty of 
maintaining a cashbook under IC 5-13-5-1."  

 
Indiana Code 5-13-4-20 defines public funds as "all fees and funds of whatever kind or character 

coming into the possession of any public officer by virtue of that office."  
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ALCOHOL AND TOBACCO COMMISSION 
July 1, 2012 to December 31, 2014 

(Continued) 
 

 
IC 35-44.2-1 notes that failure to deposit public funds as required is a Class D misdemeanor. 

"However, the offense is a Class D felony if the amount involved is at least seven hundred fifty dollars 
($750)*, and a Class C felony if the amount involved is at least fifty thousand dollars ($50,000)**."  
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.1) 

 
 

SUPPORTING DOCUMENTATION 
 
 During our review, we identified deficiencies with proper supporting documentation maintained by the 
ATC as described below: 

 
 Twenty-five ATC general disbursements were tested.  The ATC was unable to provide 

supporting documentation including a receipt or invoice for 2 of the 25 transactions tested.  
 

 Twenty-five ATC travel card transactions were tested.  ATC was unable to provide support-
ing documentation for 7 of the 25 transactions tested.  Of the transactions supported by 
documentation provided by the ATC, five transactions were supported by incomplete docu-
mentation including the lack of at least one hotel receipt or invoice.  Two transactions were 
missing the Out-Of-State travel form.  One transaction was missing prior approval from the 
Indiana Department of Administration for a weekend stay.  

 
 Fifteen ATC contract transactions were tested.  The ATC was unable to provide supporting 

documentation for 2 of the 15 transactions tested.  
 

 Five vendor payments made to employees of the ATC were tested.  The ATC was unable to 
provide supporting documentation for one of the five transactions tested.  Without supporting 
documentation, proper verification that the payment should have been paid via a vendor 
payment instead of processed through the payroll system could not be obtained. 

 
 Ten ATC refunds of expenditures were tested.  The ATC was unable to provide supporting 

documentation for 2 of the 10 transactions tested.  
 

Supporting documentation such as receipts, canceled 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.  Documents must be filed in such a manner as to be readily retrievable or otherwise 
reasonably obtainable, upon request, during an audit.  (Accounting and Uniform Compliance Guidelines 
Manual for State and Quasi Agencies, Organizational Overview--General Guidelines & Policy, Section IV) 
 

All receipts and required documentation must be attached to each transaction within the PeopleSoft 
P/T Card module.  This allows the Auditor's Office to complete a thorough audit prior to authorizing payment 
to J.P. Morgan Chase.  If a receipt is lost the agency must complete SF#42275 (Missing Receipt Certificate) 
and attach it to the transaction within the PeopleSoft P/T Card module.  (State of Indiana Procurement Card 
and Travel Card Program Agency Program Administrator and Cardholder User Manual, page 27) 
  

Written authorization is required before an employee begins official out-of-state travel, whether or not 
travel expenses are paid by the state.  IT IS OF UTMOST IMPORTANCE THAT THE "AUTHORIZATION 
FOR OUT-OF-STATE TRAVEL" FORM IS PROCESSED WELL IN ADVACNE OF THE INTENDED TRAVEL. 
Agency officials must submit the form to the Department of Administration a minimum of 30 days prior to the 
trip.  Employees should not begin travel until the IDOA approval is received by the agency.  Employees 
traveling without prior approval could forfeit reimbursement for their expenses.  
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ALCOHOL AND TOBACCO COMMISSION 
July 1, 2012 to December 31, 2014 

(Continued) 
 
 

Copies of the approval letter for the specified travel purpose must then be attached to applicable 
travel claims.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Chapter 10.4)  
  

It is the sole responsibility of the agency to pre-audit all travel vouchers to assure that the travel was 
authorized and reasonable, and complies with the travel rules, including, but not limited to those listed below:  
 

 In-state lodging does not exceed the current maximum reimbursement rate stipulated by the 
Indiana Department of Administration (IDOA).  

 
 Meal allowances or per diem agrees with times listed for travel status.  Provisions for non-

employee Board members differ from those of employees.  
 

 Prior approval of IDOA is documented for all claims for weekend or holiday stays and out-of-
state travel.  

 
 The agency's written determination is attached to support a claim for an overnight stay fifty 

miles or less from the home (or station).  
 

 Out-of-State travel claims are limited to amounts and types of expenses approved in 
advance.  

 
 Travel vouchers should be signed and dated by the employee and signed as verification of 

authenticity by the administrative head of the agency or other authorized personnel.  The 
accuracy of the claim should be verified.  

 
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 

10.4)  
 
 
SDO ADVANCE 
 

The ATC did not consistently use the SDO advance within one or two months.  The agency maintains 
eight separate SDO accounts (headquarters, quartermaster, and districts 1-6). During the review period, the 
eight SDO accounts had the following activity:  
  

 Headquarters was not used during the review period. 
 
 Quartermaster turned over once during the review period. 
 
 District 1 turned over twice during the review period. 
 
 District 2 turned over once during the review period. 
 
 District 3 turned over once during the review period.  
 
 District 4 turned over twice during the review period.  
 
 District 5 had one payment issued during the review period.   
 
 District 6 turned over three times during the review period. 
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ALCOHOL AND TOBACCO COMMISSION 
July 1, 2012 to December 31, 2014 

(Continued) 
 
 

Whenever a SDO fund is established, money is removed from a Treasurer of State bank account, 
thus, not being invested.  Therefore, consideration should be given to the size of the SDO fund.  If an agency 
is not using the total SDO advance within one or two months, the SDO advance is too large and should be 
reduced.  If an agency is reimbursing the total value of the advance more than once monthly, an increase 
might be warranted.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Chapter 6.4) 
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AUDITOR OF STATE 
January 1, 2014 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Auditor of State           Erin Sheridan   12-15-13 to 01-01-14 
Auditor of State           Suzanne Crouch   01-02-14 to 12-31-18  
 
There were no issues identified during this review that warranted written comment. 
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BUREAU OF MOTOR VEHICLES/MOTOR VEHICLES COMMISSION 
January 1, 2014 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Commissioner Kent Schroder   11-16-13 to 01-05-14 
 Donald Snemis   01-06-14 to 02-12-15 
 Kent Abernathy   02-12-15 to 01-08-17 
 
 
SDO MISSING ENTRIES 
  

The Bureau of Motor Vehicles (BMV) and the Motor Vehicles Commission did not enter all expenses 
paid from their SDO accounts for the review period.  Starting in August of 2014, expenses paid from the SDO 
bank accounts were no longer entered into Encompass.  Prior to August of 2014, the Reconciliations 
Manager was both entering and reconciling the SDO account.  This was determined to be inadequate 
segregation of duties; therefore, the Reconciliations Manager was no longer given access to enter the 
vouchers.  The BMV has been training another employee for that responsibility; however, as of the date of 
this report, the issue is still not resolved. 
  

Each agency, department, quasi, institution or office should have internal controls in effect to 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 regula-
tions.  Among other things, segregation of duties, safeguarding controls over cash and all other assets, and 
forms of information processing are part of an internal control system.  

 
Controls over the receipting, disbursing, recording, and accounting for the financial activities are 

necessary to avoid substantial risk of invalid transactions, inaccurate records and financial statements, and 
incorrect decision making.  An Agency's control environment consists of the overall attitude, awareness and 
actions of management and the governing board or commission.  This would include establishing and 
monitoring policies for developing and modifying accounting systems and control procedures.  (See Chapter 2 
in this manual for additional detail and guidance on internal control.)  
  

System controls are in effect on the ENCOMPASS financial accounting system, which is the official 
book of record for the State; however, each agency is responsible for controls in any subsidiary systems used 
or other records maintained.  At all times, the agency's manual and subsidiary ledgers should reconcile with 
ENCOMPASS.  In the case of agency controlled bank accounts, if the reconciled bank balance is less than 
the account ledger, the responsible official or employee may be held personally responsible for the amount 
needed to balance.  Audit costs incurred because of theft or shortage may be the personal obligation of the 
responsible official or employee. 
 

(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Organizational Overview - General Guidelines and Policy, Section IV) 
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BUREAU OF MOTOR VEHICLES/MOTOR VEHICLES COMMISSION 
January 1, 2014 to December 31, 2014 

(Continued) 
 
 
SDO FUND DISBURSEMENTS 
 

The BMV and the Motor Vehicles Commission made purchases from its Special Disbursing Officer 
Fund (SDO) which was not proper for the fund.  A test of 25 transactions identified 9 purchases to be for 
unallowable expenses.  The agency purchased office supplies from OfficeMax, BestBuy, and Scott's 
Hardware which were all available through a Quantity Purchase Agreement with Staples.  The BMV also paid 
a total of $2,430 for several branches water, sewage, and electric bills that were in danger of being shut off 
due to nonpayment.  Per the BMV Reconciliations Manager, this was due to untimely submission of invoices 
by the branches to the central office over a two month period.  These are not allowable uses of an SDO. 
 

SDO funds shall NOT be spent on:  
 
 Items available on any Quantity Purchase Agreement (QPA).  
 
 PEN Products or other prison industry products  
 
 Printing services above $500 without justification from IDOA  
 
 Items or services procured on an encumbered purchase order contract  
 
 Advance payments, except as authorized by IC 4-13-2-20(a)and(b)  
 
 Items that could be more economically or effectively procured by use of competitive bidding 

or quotations  
 
 Personal items and alcoholic beverages, escort services, furs, jewelry, movie rentals  
 
 Travel related expenses such as hotel charges and vehicle rentals; vehicle expenses such 

as repair, parking, fuel purchases  
 
 Capital assets  
 
 Gift cards or gift certificates  
 
 Awards or prizes  
 
 Utility payments  
 
 Restaurants or food, entertainment  
 
 Any other items required to be purchased through ePro, as defined in the STREAMLINING 

Delegation of Purchasing Authority Program, which is available at 
www.in.gov/idoa/3341.htm. 

 
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 6.4) 
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BUREAU OF MOTOR VEHICLES/MOTOR VEHICLES COMMISSION 
January 1, 2014 to December 31, 2014 

(Continued) 
 
 
CASH RECEIPTS JOURNAL AND CHECK ENDORSEMENT 
 

The Bureau of Motor Vehicles (BMV) did not complete a cash receipts journal at the central office and 
use it for its intended purpose in the reconciliation process.  The BMV did not enter the revenue received into 
a Cash Book at the time of receipt and prior to deposit with the Treasurer of State (TOS).  The collections are 
not recorded until the Report of Collections is created by the Reconciliation Team.  Due to this, they were 
unable to appropriately reconcile deposits to the TOS with the cash receipts journal to assure that all funds 
received were deposited.  Additionally, the checks were not restrictively endorsed until after the ROC had 
been created.   
 

Checks should be restrictively endorsed with an endorsement stamp, immediately upon receipt.  This 
would occur upon opening the mail or otherwise receiving the instrument (check).  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.3) 
  

Receipts should be issued and recorded at the time of the transaction.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.3) 
 

Each agency is responsible for establishing procedures to attain a high level of accountability for 
funds collected and for ensuring that these funds are deposited with the Treasurer of State, or other approved 
depository, in accordance with state statute.  (Accounting and Uniform Compliance Guidelines Manual for 
State and Quasi Agencies, Chapter 4.4) 
 

If money is received on a regular basis, some type of cash book (paper or electronic) is required (See 
4.1.2).  This cash book must list the revenue by classification and amount in detail.  Noting cash and checks 
separately is helpful for reconciliation to the final Report of Collection.  The cash book may include the receipt 
number or daily summaries from a source document or data processing listing.  The amount deposited with 
the Treasurer of State and the corresponding ENCOMPASS Deposit ID must also be shown on the cash 
book.  The process of issuing a receipt and posting the cash receipts journal can be incorporated into one 
function.  Only actual collections of money, whether it be cash, check or money orders, must be included in 
the cash book.  This is a method of assuring that these monies reconcile with the actual deposits with the 
TOS.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.4) 

 
Reconcile deposits with the cash receipts journal (cash book) to assure that all funds received were 

deposited.  It is recommended that this be reconciled daily as approved ROCs are returned to the agency 
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.4) 
 
 
INTERNAL AUDIT OF CENTRAL OFFICE OPERATIONS 
 

The Internal Audit function of the Bureau of Motor Vehicles does not sufficiently audit the operations 
of the central office.  Internal Audit should review the operations of the central office in order to ensure the 
following: 

 
 Effectiveness and efficiency of operations and internal controls. 
 
 Reliability of financial and management reporting. 
 
 Compliance with laws and regulations. 
 
 Safeguarding of Assets. 
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BUREAU OF MOTOR VEHICLES/MOTOR VEHICLES COMMISSION 
January 1, 2014 to December 31, 2014 

(Continued) 
 

 
Standard #5:  Monitoring - Monitoring is the review of the organization's activities and transactions to 

assess the quality of performance over time and to determine whether controls are effective.  The Monitoring 
performed by a department should focus on the following major areas. 
 

 Control Activities 
 
 Mission 
 
 Control Environment 
 
 Communication 
 
 Risks and Opportunities 
 
Controls need to be monitored for effectiveness ("Are they are operating as intended?") and to ensure 

they have not become obsolete. Separate evaluations of Control Activities can also be useful by focusing 
directly on the controls' effectiveness at a specific time.  (Accounting and Uniform Compliance Guidelines 
Manual for State and Quasi Agencies, Chapter 2.3) 
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DEPARTMENT OF CHILD SERVICES 
February 1, 2014 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office                  Official      Term 
 
Executive Director               Mary Beth Bonaventura                          02-01-14 to 01-08-17 
 
 
CAPITAL ASSETS:  LACK OF INTERNAL CONTROLS AND CONDITION OF RECORDS 
  

The Department of Child Services (DCS) did not have adequate internal controls in place over the 
agency's capital assets during the review period, which resulted in the improper maintenance of the agency's 
capital asset inventory.    
  

The following deficiencies were identified: 
 

 Capital assets were physically transferred from the DCS in 2011 were not removed from the 
asset listing until August 2014. 

 
 Capital asset listing in the Encompass system was not reflective of asset updates from local 

DCS field offices that occurred in 2014. 
 

 Annual inventory of capital assets completed by the DCS was not documented in the asset 
management module in the Encompass system.   

 
Agency personnel are responsible for accountability for all assets under their control, including capital 

assets.  Adequate asset management staff should be assigned to recording and maintaining, on the 
ENCOMPASS financial system, all capital assets with a cost of $500 or more.  Assets are automatically 
capitalized upon approval by either the BU approver or AOS approver. Controls should be in effect to assure 
that additions, disposals, and transfers to other departments or agencies are recorded timely.  Inventories of 
these assets should be performed each year in each department and compared to the ENCOMPASS listing. 
Results of inventories should be retained for audit purposes.  (Accounting and Uniform Compliance 
Guidelines Manual for State and Quasi Agencies, Chapter 8.3) 
 
 
DISBURSEMENT DOCUMENTATION  
 
 Adequate supporting documentation was not provided for our testing of Procurement card and Travel 
card expenditures or for our testing of general expenditures. 
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DEPARTMENT OF CHILD SERVICES 
February 1, 2014 to December 31, 2014 

(Continued) 
 

 
Procurement and Travel Card Expenditures 
 

Adequate supporting documentation was not presented by DCS staff for 3 out of 25 items in a sample 
of P and T card expenditures.  Invoice documentation was provided for all three items; however, two of the 
three items later conflicted with the provided approval documentation.  For the third item, there was a 
significant gap in time between the invoice date and the claim approval date and the documentation for the 
third item was also inconsistent.  Additional information was not provided for review to resolve these 
inconsistencies.  

 
General Expenditures 

 
 Supporting documentation was not presented for 3 out of 25 general disbursements tested.  We 
initially requested supporting documentation for these disbursements on April 16, 2015, and supporting docu-
mentation had not been provided as of September 15, 2015.   
 

Documentation of transactions should enable managers to trace each transaction from its inception 
through its completion.  This means the entire life cycle of the transaction should be recorded, including:  (1) 
its initiation and authorization; (2) its progress through all stages of processing; and (3) its final classification 
in summary records.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Chapter 2.3) 

 
Indiana Code 5-11-10-1.6 states in part: 
 
"(b) As used in this section, 'claim' means a bill or an invoice submitted to a governmental 
entity for goods or services. 
 
(c) The fiscal officer of a governmental entity may not draw a warrant or check for payment of 
a claim unless: 
 

(1) there is a fully itemized invoice or bill for the claim; 
 

(2) the invoice or bill is approved by the officer or person receiving the goods and 
services; 

 
(3) the invoice or bill is filed with the governmental entity's fiscal officer; 

 
(4) the fiscal officer audits and certifies before payment that the invoice or bill is true and 

correct; and 
 

(5) payment of the claim is allowed by the governmental entity's legislative body or the 
board or official having jurisdiction over allowance of payment of the claim." 

 
 



 

 

 
Michael R. Pence, Governor 

Mary Beth Bonaventura, Director 

Indiana Department of Child Services 
Room E306 – MS47 

302 W. Washington Street 
Indianapolis, Indiana 46204-2738 

317-234-KIDS 
FAX: 317-234-4497 

www.in.gov/dcs 

Child Support Hotline: 800-840-8757 
Child Abuse and Neglect Hotline: 800-800-5556 

  

Protecting our children, families and future 
 

 

 
 
 
 
 
 
 
 
 
 
 

October 22, 2015 
 

State Board of Accounts 
302 W Washington St., Room E418 
Indianapolis, IN 46204-2765 
 
Re: OFFICIAL Response - Compliance Review (Feb to Dec 2014) 
 
The Department of Child Services appreciates the opportunity to address the Review Results and 
Written Comments provided by State Board of Accounts relative to this review period.  As 
mentioned in our exit conference with your review team on October 15, 2015, the agency has 
already begun to implement modifications to our business processes and record keeping to prevent 
these or similar items from appearing in future reviews.   
 
CAPTIAL ASSETS: Internal Controls & Records comment 
 
     Relative to capital assets, DCS has implemented increased retention of work papers, memoranda 
and inventory checklists for additional evidence of actions taken in the business flow and 
performance of local physical asset inventories.  We have begun documenting and requiring physical 
reviewer signoffs on transactions entered to the Asset Management module of Encompass.  We 
have also begun documenting all system issue tickets filed with the Encompass Helpdesk concerning 
the State’s Asset Management system.   
 
 
Disbursement Documentation comments 
 
      Relative to Procurement & Travel Card expenditures, DCS has found that enhancement of the 
Encompass module for procurement and travel cards has increased our ability to house 
documentation with each expense charged in this program. The enhanced feature of attaching the 
invoice and storing the approval documentation in an improved media format and location will 
remove the issue noted in the comments. 
 
     Relative to the General Expenditures sample, the last of the disbursements requested are being 
made available to the SBOA Audit team in the A-133 Annual review.  We have expanded and 
realigned resources to provide more timely response to sample requests.     
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DEPARTMENT OF LOCAL GOVERNMENT FINANCE 
March 1, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Commissioner Brian Bailey    05-14-10 to 01-14-13
 Micah Vincent    01-14-13 to 08-07-14 
 Courtney Schaafsma   08-08-14 to 01-08-17 
 
 
CAPITAL ASSET INVENTORY 
 

During our review of the Department of Local Government Finance, we identified that the capital 
asset physical inventory was last conducted on March 29, 2013; therefore, an annual inventory has not been 
conducted.   
 

Agency personnel are responsible for accountability for all assets under their control, including capital 
assets.  Adequate asset management staff should be assigned to recording and maintaining, on the 
ENCOMPASS financial system, all capital assets with a cost of $500 or more.  Assets are automatically 
capitalized upon approval by either the BU approver or AOS approver.  Controls should be in effect to assure 
that additions, disposals, and transfers to other departments or agencies are recorded timely.  Inventories of 
these assets should be performed each year in each department and compared to the ENCOMPASS listing. 
Results of inventories should be retained for audit purposes.  (Accounting and Uniform Compliance 
Guidelines Manual for State and Quasi Agencies, Chapter 8.3) 
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DEPARTMENT OF NATURAL RESOURCES 
April 1, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Director Robert E. Carter   04-01-12 to 05-12-13 
 Cameron F. Clark   05-13-13 to 01-08-17 
 
Chairman of the Commission Bryan W. Poynter   07-01-11 to 06-30-16 
 
 
SDO ADVANCE 
 

The Special Disbursing Officer Fund (SDO) advance for Department of Natural Resources was not 
turned over, or reimbursed completely, for each of the 24 months of the review period.  The average monthly 
expenses were less than 2 percent of the SDO advance amount.  
 

Whenever a SDO fund is established, money is removed from a Treasurer of State bank account, 
thus, not being invested.  Therefore, consideration should be given to the size of the SDO fund.  If an agency 
is not using the total SDO advance within one or two months, the SDO advance is too large and should be 
reduced.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 
6.4) 
 
 
LATE PAYMENT PENALTIES 
  

The Department of Natural Resources paid late payment penalties to various vendors as a result of 
untimely payment of claims.  This resulted in fees of $20,152.80 for calendar year 2013 and $8,734.25 for 
calendar year 2014.  These penalties are an unnecessary use of public funds. 
  

Payment of penalties and interest due to late payments to vendors may be the obligation of the 
responsible official or employee.  (Accounting and Uniform Compliance Guidelines Manual for State and 
Quasi Agencies, Chapter 6.4) 
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FAMILY AND SOCIAL SERVICES ADMINISTRATION 
February 1, 2014 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office       Official                 Term 
 
Secretary, Family and Social  
     Services Administration  Debra Minott    02-25-13 to 07-04-14 
     (Vacant)    07-05-14 to 07-06-14 
 Michael Gargano (interim)  07-07-14 to 07-20-14 
     Dr. John Wernert   07-21-14 to 01-08-17 
 
 
LATE PAYMENT PENALTIES 
  

During our review of the Family and Social Services Administration (FSSA), we found that the FSSA 
incurred late payment penalties paid to vendors and charged to accounts of the FSSA as a result of untimely 
payment of claims.  Total penalties for the review period were $33,352.  These penalties are an unnecessary 
use of public funds.  This was similar to fiscal year 2013 late payment penalties, but still significantly lower 
than previous years.   
 

Indiana Code 5-17-5-1, Penalty for late payments of amounts due on public contracts, states: 
 
"(a) Except as provided in section 2 of this chapter, every state agency and political subdivision 
shall pay a late payment penalty at a rate of one percent (1%) per month on amounts due on written 
contracts for public works, personal services, goods and services, equipment, and travel whenever 
the state agency or political subdivision fails to make timely payment. 
 
(b) Except as provided in subsection (c), for the purposes of this section, payment is timely if: 
 

(1) a check or warrant is mailed or delivered on the date specified for the amount 
specified in the applicable contract documents, or, if no date is specified, within thirty-
five (35) days of:  
 
(A) receipt of goods and services; or 

 
(B) receipt of a properly completed claim." 

  
Payment of penalties and interest due to late payments to vendors may be the obligation of the 

responsible official or employee.  (Accounting and Uniform Compliance Guidelines Manual for State and 
Quasi Agencies, Chapter 6.4) 
  

Each agency, department, quasi, institution, or office is responsible for compliance with applicable 
statutes, regulations, contract provisions, state policies, and federal requirements.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview--General Guidelines 
and Policy, Section IV) 
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FAMILY AND SOCIAL SERVICES ADMINISTRATION 
February 1, 2014 to December 31, 2014 

(Continued) 
 
 
LACK OF AUDIT TRAIL - WITS SYSTEM 
  

Of the 25 general disbursement transactions tested, eight originated from the Family and Social 
Services Administration Division of Mental Health and Addiction's Web Infrastructure for Treatment Services 
(WITS) sub-system.  Transactions originating in the Division of Mental Health and Addiction's WITS sub-
system did not contain an electronic audit trail identifying the PeopleSoft payment ID.  We were unable to 
trace PeopleSoft payments to the detail in the WITS system. 
 

The computerized accounting system must maintain electronic audit trails sufficient to trace all 
transactions from the original source of entry into the system, through all system processing, though various 
levels of summarizations, and to the results produced by the system.  The audit trails must also maintain 
sufficient information to trace all transactions from the final results produced by the system, through all system 
processing and summarizations, and to the original source of entry into the system.  Audit trails must also 
identify the user that processed the transaction or updated the information.  These audit trails must be 
protected from modification and deletion. (Accounting and Uniform Compliance Guidelines Manual for State 
and Quasi Agencies, Chapter 14.3) 
 
 
SERIOUSLY MENTALLY ILL PROGRAM - UNSUPPORTED ALLOCATION BASIS 
  

The prior review report for the FSSA cited the following issue:   
 

Of the transactions tested for the Division of Mental Health and Addiction's (DMHA) Seriously 
Mentally Ill (SMI) Program; 90 percent did not have supporting prior year's data for the base 
allocation amount.  The base allocation amount is used in a calculation to arrive at the amount 
paid to Mental Health Facilities.  As a result of not having the prior year's data available for re-
view, we could not verify the allocation bases and thus, the calculation behind the disburse-
ments. 

 
During the current review period, the FSSA stated that this program was still using an old allocation 

method carried forward from prior years.  A new allocation methodology is still being researched.   
 

The computerized accounting system must maintain electronic audit trails sufficient to trace all 
transactions from the original source of entry into the system, through all system processing, though various 
levels of summarizations, and to the results produced by the system.  The audit trails must also maintain 
sufficient information to trace all transactions from the final results produced by the system, through all system 
processing and summarizations, and to the original source of entry into the system.  Audit trails must also 
identify the user that processed the transaction or updated the information.  These audit trails must be 
protected from modification and deletion.  (Accounting and Uniform Compliance Guidelines Manual for State 
and Quasi Agencies, Chapter 14.3) 
 
 
RECONCILIATION OF REPAYMENT SCHEDULES TO ICES 
  
 The prior review report for the FSSA cited the following issue:   
 

As stated in prior reports, we identified that actual welfare revenue recoveries are not reconciled 
to the Indiana Client Eligibility computer System (ICES).  Revenue recoveries are received from 
welfare recipients for overpayments for welfare programs such as TANF, Food Stamps, and 
Medicaid.  The ICES system is considered to be the official record for the reporting of revenue 
recoveries for each welfare recipient's case.  Without a reconciliation process in place it cannot 
be determined if the values recorded in the ICES are correct. 
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FAMILY AND SOCIAL SERVICES ADMINISTRATION 
February 1, 2014 to December 31, 2014 

(Continued) 
 
 

During the current review period, the FSSA stated that while there is some review of to ensure 
transactions in PeopleSoft agree to ICES, there is still no complete reconcilement being performed.  An 
automatic reconcilement process is still in development.   
  

System controls are in effect on the ENCOMPASS financial accounting system, which is the official 
book of record for the State; however, each agency is responsible for controls in any subsidiary systems used 
or other records maintained. 
 

At all times, the agency's manual and subsidiary ledgers should reconcile with ENCOMPASS.  In the 
case of agency controlled bank accounts, if the reconciled bank balance is less than the account ledger, the 
responsible official or employee may be held personally responsible for the amount needed to balance.  Audit 
costs incurred because of theft or shortage may be the personal obligation of the responsible official or 
employee.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Organizational Overview--General Guidelines and Policy, Section IV) 
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INDIANA STATE DEPARTMENT OF HEALTH 
June 1, 2012 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Commissioner  Gregory N. Larkin, MD   04-01-10 to 01-13-13 
 William C. VanNess, MD   01-14-13 to 10-21-14 
 Jerome M. Adams, MD, MPH  10-22-14 to 01-08-17 
 
 
DOCUMENT RETENTION 
  

Indiana State Department of Health (ISDH) management could not locate and present the following 
records for our review: 

 
 Procurement Card monthly statements and reconcilements from June 2012 to March 2013, 

August 2013, September 2013, and January 2014. 
 
 Procurement Card monthly reconcilement for December 2013. 
 
 Travel Card monthly statements and reconcilements from June 2012 to March 2013, and 

also for August 2013. 
 
 Travel Card monthly reconcilement for January 2014. 
 
 A specific Procurement Card Invoice to support a $795 claim from February 2013. 
 
 Two invoices and associated contracts for our contracts disbursements testing. 
 
 While the remaining invoices were presented for our contracts disbursements testing, 

management was unable to identify the contracts associated with three invoices. 
 
 Special Disbursement Officer (SDO) bank statements and bank reconcilements for all 

months during the review period except those that were provided for October 2013 and 
November 2013.  

 
 Original expenditure records for 8 out of the 10 refunds of expenditures chosen for testing to 

verify that refunds of expenditures were appropriate and accurately recorded in the State's 
accounting records. 

 
 Receipts documentation for 13 of the 25 chosen for our receipts compliance testing.  While 

some documentation was provided for four other receipts in our sample, ISDH management 
did not provide adequate documentation sufficient to trace the receipt to the deposit and 
batch accounting entry in the general ledger. 

 
Due to the lack of documentation, the validity and accountability for some monies held, received, and 

disbursed by the ISDH could not be established.   
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INDIANA STATE DEPARTMENT OF HEALTH 
June 1, 2012 to December 31, 2014 

(Continued) 
 
 

Supporting documentation such as receipts, canceled 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.  Documents must be filed in such a manner as to be readily retrievable or otherwise 
reasonably obtainable, upon request, during an audit.  (Accounting and Uniform Compliance Guidelines 
Manual for State and Quasi Agencies, Organizational Overview--General Guidelines and Policy, Section IV)  
 
 
LATE PAYMENT PENALTIES 
 

Auditor of State accounting records reflect late payment penalties paid to vendors and charged to 
accounts of the ISDH as a result of untimely payment of claims.  Total penalties for calendar years 2013 and 
2014 were $6,998.97 and $17,402.90, respectively.  These penalties are an unnecessary use of public funds. 
 

Indiana Code 5-17-5 requires a state agency to:  ". . . pay a late payment penalty at a rate of one 
percent (1%) per month on amounts due on written contracts for public works, personal services, good and 
services, equipment, and travel whenever the state agency fails to make timely payment." 
  

Payment of penalties and interest due to late payments to vendors may be the obligation of the 
responsible official or employee.  (Accounting and Uniform Compliance Guidelines Manual for State and 
Quasi Agencies, Chapter 6.4) 
  

Each agency, department, quasi, institution, or office is responsible for compliance with applicable 
statues, regulations, contract provisions, state policies, and federal requirements.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview--General Guidelines 
and Policy, Section IV) 
 
 
SPECIAL DISBURSEMENT OFFICER ACCOUNT 
 

The ISDH did not have adequate controls in place to ensure proper and timely closure of its Special 
Disbursement Officer (SDO) bank account.  In November 2013, ISDH Management attempted to close the 
account by requesting the bank to issue a cashier's check to the ISDH for the balance of the account.  
However, based on the State's accounting records, the ISDH still had an SDO advance of $25,000 as of 
December 31, 2014.  We inquired of ISDH Management to learn why the account was still open as of that 
date.  Following our inquiry, ISDH Management researched the issue and found that the cashier's check 
issued by the bank in November 2013 had not been deposited as of March 2015.  ISDH Management worked 
with the bank to reissue the check to close the SDO bank account.  As of July 2015, the Auditor of State's 
Office received and deposited the check, and the voucher for the remaining balance needed to close the 
account in full was processed and approved. 
 

Controls over the receipting, disbursing, recording, and accounting for the financial activities are 
necessary to avoid substantial risk of invalid transactions, inaccurate records and financial statements, and 
incorrect decision making.  An Agency's control environment consists of the overall attitude, awareness and 
actions of management and the governing board or commission.  This would include establishing and 
monitoring policies for developing and modifying accounting systems and control procedures.  (Accounting 
and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview--General 
Guidelines and Policy, Section IV) 
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INDIANA STATE DEPARTMENT OF HEALTH 
June 1, 2012 to December 31, 2014 

(Continued) 
 
 
INTERNAL CONTROLS OVER REVENUES 
 

We identified the following deficiencies in internal controls over revenues collected by the ISDH: 
  

 The ISDH did not perform reconciliations of accountable items (i.e. licenses, permits, 
certificates, etc.) to collections received. 

 
 Checks were not restrictively endorsed immediately upon receipt. 
 
 At each cash collection point, only one employee opened the mail and posted the receipts to 

ISDH revenue records. 
 
 For revenues collected at the Cashier's office, there were gaps in the sequential numbering 

of receipts posted to the accounting software resulting in a lack of accountability for the 
receipts at this location. 

 
Each agency, department, quasi, institution or office should have internal controls in effect to 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.  Among other things, segregation of duties, safeguarding controls over cash and all other assets, 
and forms of information processing are part of an internal control system.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview--General Guidelines 
and Policy, Section IV)   
  

Licenses, permits, goods for sale, invoices, etc., are considered accountable items for which a 
corresponding deposit must be made.  (Accounting and Uniform Compliance Guidelines Manual for State 
Agencies, Chapter 4.3)  
   

Checks should be restrictively endorsed with an endorsement stamp, immediately upon receipt.  This 
should occur upon opening the mail or otherwise receiving the instrument.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.3) 
 

Official receipts should be consecutively pre-numbered, whether paper or electronic.  (Accounting and 
Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.4) 

 



  
 

         

 
 

TO:  Sommer Cannon 
  State Auditor Director 
 
FROM: Joseph Fistrovich  
  Chief Financial Officer 
  Indiana State Department of Health 
 
DATE:  August 10, 2015 
 
RE:  ISDH Audit Response 
 

I. Document Retention 
ISDH concurs with this finding.  The Procurement Division has gone through significant 
personnel change and implementation of new procedures and establishment of performance 
metrics for each accountant have been built into performance evaluations.  All statements 
and invoices for P‐card and T‐card from Chase are scanned and copied to the ISDH shared 
drive.  Then payment is processed.  The Accountant 1 for Travel has been charged with this 
task.  The AP and Procurement Supervisor will periodically spot check to insure the scanning is 
being completed timely.  All copies of invoices are copied to People Soft and attached to the 
accounts payable voucher which is tied to the purchase order.  Invoices that containing HIPPA 
restricted information are not included in this methodology.  Documentation stays with the 
Division which processed that payment and is there for inspection.  The AP and Procurement 
Supervisor have been charged with periodically spot checking randomly selected AP vouchers 
for compliance.   

 
II. Late Payment Penalties 

ISDH concurs with this finding.  The Supervisor of Accounts Payable and her supervisor the 
Operations Manager have been instructed to pull the People Soft query, AP008 monthly and 
follow up on each claim for payment in excess of 30 days.  The CFO is scheduling biweekly 
meetings to monitor. 

 
III. Special Disbursement Officer Account 

Upon arrival into the job of CFO, I was made aware of this issue and was assured by the 
former Controller that the SDO account was being closed.  During this Audit, ISDH was made 
aware that the issue had not been resolved after inquiries for documentation could not be 
found.  ISDH Controller Diller and Operations Manager Rencher followed up and discovered 
that the check from the SDO holder, Chase Bank, had never been cashed.  Chase reissued the 
check.  The check was deposited with the Auditor of State and appropriate paperwork was 
filed to close Account. 
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IV. Internal Controls Over Revenue 
ISDH concurs with this finding.  This area of the Finance Division needs a great deal of 
attention moving forward.  Immediate changes that were made:  (1)  Accounts Receivable 
moved under Controller’s supervision.  Fiscal team moved to Lab.  Lead Accountant charged 
with identifying all revenue collected and points of entry for revenue coming into the lab.  The 
process for revenue collections is immediately being reviewed and new processes will be put 
in place to insure effective internal controls are put in place.  These internal controls will 
include a separation in duties between receiving and posting revenue collections, the 
immediate endorsement of checks, the use of financial systems that will prevent a deposit 
from being deleted, and the use of an accounts receivable system that will track the collection 
of receivable revenue. 
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INDIANA BOARD OF TAX REVIEW 
March 1, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Chairperson Robert B. Wente   04-07-08 to 06-28-13 
 (Vacant)    06-29-13 to 07-25-13 
 Ted J. Holaday   07-26-13 to 01-01-16 
 
Commissioner Terry G. Duga   12-22-02 to 09-30-13 
 Betsy J. Brand   12-22-02 to 01-01-17 
 Jonathan R. Elrod   10-01-13 to 01-01-19 
 
 
There were no issues identified during this review that warranted written comment.
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INDIANA DEPARTMENT OF ADMINISTRATION 
February 1, 2014 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Commissioner Jessica Robertson   05-08-13 to 01-08-17 
 
 
INTERNAL CONTROL OVER REVENUE COLLECTIONS 
  

The Indiana Department of Administration's internal control structure over the collections of parking 
garage and cafeteria revenue was not adequate to ensure that the agency was in compliance with all guide-
lines for processing revenues.  The deficiencies in internal control increase the risk that public funds collected 
could be lost or stolen, and that such losses or thefts would not be detected by management in a timely 
manner. 
 

Effective July 1, 2015, the Indiana Department of Administration outsources parking facility 
management to a third party vendor via a Contract for Services.  Although the contractor directs parking 
facility operations as of the date of this report, Indiana Department of Administration management retains 
responsibility for monitoring the contractor's compliance with the State's Accounting and Uniform Compliance 
Guidelines Manual, applicable state laws and policies, and contract provisions, and assessing the risks 
associated with noncompliance. 
  

Each agency, department, quasi, institution or office should have internal controls in effect to provide 
reasonable assurance regarding the reliability of financial information and records, effectiveness and 
efficiency of operations, proper execution of management's objectives, and compliance with laws and 
regulations.  Among other things, segregation of duties, safeguarding controls over cash and all other assets, 
and forms of information processing are part of an internal control system.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview--General Guidelines 
and Policy, Section IV) 
 

Controls over the receipting, disbursing, recording, and accounting for the financial activities are 
necessary to avoid substantial risk of invalid transactions, inaccurate records and financial statements, and 
incorrect decision making.  An agency's control environment consists of the overall attitude, awareness and 
actions of management and the governing board or commission.  This would include establishing and 
monitoring policies for developing and modifying accounting systems and control procedures.  (Accounting 
and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview--General 
Guidelines and Policy, Section IV) 
 
 
INFORMATION RETENTION AND ACCESS 
 

The Indiana Department of Administration did not properly file parking garage tickets to correspond to 
each day's receipts.  In addition, inconsistencies were noted in the retention of parking garage tickets for 
patrons utilizing Indianapolis Colts club-level seating parking passes.   
  

The Indiana Department of Administration outsources food service (government center cafeteria, 
coffee bar, and catering) sales to a third party vendor via a Contract for Services and earns a commission 
based upon sales.  All documentation to support the actual amount of cafeteria sales, and hence, the 
commission received by the agency, were not readily available for inspection.  For the two months selected 
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INDIANA DEPARTMENT OF ADMINISTRATION 
February 1, 2014 to December 31, 2014 

(Continued) 
 
 
for testing, we were unable to confirm the accuracy and completeness of transaction-level sales amounts for 
the two government center coffee bars.  In addition, bank deposit information was not provided for three days, 
and so the cash collected for those days could not be confirmed with regard to amount and timeliness of 
deposit. 
  

Supporting documentation such as receipts, canceled 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.  Documents must be filed in such a manner as to be readily retrievable or otherwise 
reasonably obtainable, upon request, during an audit.  (Accounting and Uniform Compliance Guidelines 
Manual for State and Quasi Agencies, Organizational Overview--General Guidelines and Policy, Section IV)  
  

Public records, financial statement and information, and supporting information generated through the 
computer system must be maintained in a manner that will allow access for audit and public inquiry.  
Acceptable mechanisms include hardcopy, on equipment provided by the governmental unit, or via the 
Internet.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 
14.3) 
 
 
CASH BOOK 
  

While the Indiana Department of Administration maintains a Cash Book, the agency does not 
maintain documentation evidencing the Cash Book is balanced daily. 
  

In addition, inspection of the Cash Book revealed several gaps in the Encompass deposit ID 
sequence, signifying deposits that were not included in the Cash Book.  Deposits not included in the cash 
book were for the sale of state surplus property. 
 

Indiana Code 5-13-5-1(a) states: 
 
"Every public official who receives or distributes public funds shall: 

  
(1) keep a cash book into which the public officer shall enter daily, by item, all receipts of 

public funds; and 
  

(2) balance the cash book daily to show funds on hand at the close of each day." 
 
 
TRANSFER/DISPOSAL OF CAPITAL ASSETS 
  

The Indiana Department of Administration did not maintain documentation supporting the disposal of 
assets during the review period. 
  

A test of 15 ENCOMPASS asset deletions indicated the following: 
  

 Four asset disposals listed in ENCOMPASS as having been sent to State Surplus were not 
evidenced by a Form 13812, Notification of Surplus State-Owned Property, or other docu-
mentation from the agency. 

 
 One asset disposal listed in ENCOMPASS as having been retired was not evidenced by 

supporting documentation from the agency. 
  

Agency personnel are responsible for accountability for all assets under their control, including capital 
assets.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 8.3)
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INDIANA DEPARTMENT OF ADMINISTRATION 
February 1, 2014 to December 31, 2014 

(Continued) 
 
 

All transfers, sales, retirements and other disposals of capital assets must be processed through and 
approved by State Surplus Property division of IDOA by submitting Form 13812, Notification of Surplus State-
Owned Property.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Chapter 8.4) 
 
 
SDO ADVANCE 
  

The Indiana Department of Administration currently has three Special Disbursing Officer accounts.  
All of these funds had limited activity during the review period.  LPN 4651 had no activity in 11 months.  LPN 
3405 and LPN 4655 had very limited activity and had not been totally reimbursed for 11 months, with LPN 
3405 incurring monthly bank service fees of $132 for the review period.  These accounts should be closed or 
the advance amounts reduced. 
 

If an agency is not using the total SDO advance within one or two months, the SDO advance is too 
large and should be reduced.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi 
Agencies, Chapter 6.4) 
 
 
SDO FUND RECONCILIATIONS 
 

The Indiana Department of Administration has not properly performed reconciliations of three of its 
SDO advances, Local Purchase Numbers (LPN) 4651, 3405, and 2293.  On all three SDO advances, manual 
records provided for review do not reconcile to records on the State's Encompass financial accounting 
system.  Expenses for LPN 4651 totaling $1,598 incurred over a year ago have not been submitted for reim-
bursement.  On LPN 3405, bank fees totaling $636 incurred over many years have not been submitted for 
reimbursement.  Expenses for LPN 3405 totaling $661 incurred over a year ago have not been reimbursed.  
On LPN 2293, the bank account has been closed, but the fund per Encompass records is $209.73 less than 
the amount needed to balance to the advance.  The Indiana Department of Administration has identified the 
cause of the negative $209.73 Encompass balance and is working with the Auditor of State's office and the 
Indiana Office of Technology to correct Encompass. 
 

At all times, the unreimbursed disbursements plus any advances to the office cash plus the SDO 
checking account balance must equal the local purchase advance.  If the reconciled SDO advance is less 
than the amount originally advanced, the SDO officer may be personally responsible for the amount needed 
to balance the advance.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi 
Agencies, Chapter 6.4) 
  

All monies in the SDO account must be accounted for at all times, both on the Encompass financial 
accounting system and in any manual records used.  (Accounting and Uniform Compliance Guidelines 
Manual for State and Quasi Agencies, Chapter 6.4) 
 



 

DEPARTMENT OF ADMINISTRATION 
Commissioner’s Office 

 
Indiana Government Center South 

402 West Washington Street, Room W469 
Indianapolis, IN 46204 

 

STATE OF INDIANA 

Michael R. Pence, Governor 

 

 

 

 

        November 23, 2015 

 

Mr. Paul Joyce, State Examiner 

Indiana State Board of Accounts 

302 West Washington Street, Room E418 

Indianapolis, Indiana  46204 

 

Re:  Response to Audit of IDOA through December 31, 2014 

  

Dear Mr. Joyce, 

 

The Department of Administration appreciates your staff’s review of our operation.  It is always 

beneficial to have fresh eyes review our processes.   

 

The majority of the findings centered on ensuring the Department of Administration has proper internal 

control over revenue collection for the Cafeteria vendor and Parking operations. The observations are 

noted and IDOA will reinforce the State’s requirements for revenue collection and control with the 

cafeteria vendor and newly selected parking vendor. 

 

The Department of Administration wishes to note that the auditors reviewed many aspects of the agency 

on a test basis and no deficiencies were found nor issues noted regarding the Procurement and Travel 

card transactions as well as use of rebates on state contracts. 

 

Thank you for your team’s review of our operation and the opportunity to respond. 

 

Sincerely, 

 

 
Jessica Robertson, Commissioner 

Indiana Department of Administration 
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INDIANA DEPARTMENT OF EDUCATION 
July 1, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Superintendent of Public Instruction Dr. Tony Bennett   07-01-12 to 01-18-13 
 Glenda Ritz    01-19-13 to 01-08-17 
 
 
CAPITAL ASSET INVENTORY TO ENCOMPASS 
 

The capital asset inventory prepared by the Indiana Department of Education (DOE) did not agree 
with capital asset listing in Encompass Asset Management.  The DOE is maintaining an external listing of all 
assets (capital and non-capital), but are not reconciling the external listing to Encompass.  When comparing 
their listing to Encompass Asset Management, only 509 of the 1,396 assets from Encompass were found on 
DOE's asset listing.  The assets not found are old missing assets that have not been taken out of service in 
Encompass Asset Management.  
 

Each year a physical inventory is to be taken and compared to the master listing from the 
ENCOMPASS Asset Management system.  This helps to ensure the asset inventory is accurate and that 
assets have not left the agency without authorization.  It also aids in identifying unused or obsolete assets. 
Evidence of the physical inventory must be maintained in the agency's records.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Chapter 8.4) 
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INDIANA DEPARTMENT OF ENVIRONMENTAL MANAGEMENT 
April 1, 2012 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term   
 
Commissioner         Thomas Easterly         01-10-05 to 01-08-17 
 
 
PROCUREMENT AND TRAVEL CARD DOCUMENTATION 
  

During our review of the Indiana Department of Environmental Management, we identified all 16 
Procurement and all 23 Travel card statements, for the review period, had the following errors: 
  

 9 of the 16 Procurement card statements included 10 invoices on which sales tax was paid. 
 
 1 of the 23 Travel card statements had charges for nontravel related expenses and also 

contained two nontravel invoices on which sales tax was paid. 
 
 8 of the 16 Procurement card statements did not have evidence that the card approver 

reviewed the statement prior to payment. 
 
 22 of the 23 Travel card statements and 1 of the 16 Procurement card statements tested 

were missing some of the invoices needed to support the charge on the statement; therefore 
not all charges could be tested to ensure that sales tax was not paid or that the charge was 
allowable.   

 
The State of Indiana is exempt from paying tax on commodities or services paid for by government 

funds.  The cardholder is to receive a copy of the Agency's Sales Tax exempt form when they receive their 
card.  From that point, the cardholder should indicate to the vendor at the time of purchase and/or provide the 
State Sales Tax exempt document to the merchant.  (State of Indiana Procurement Card and Travel Card 
Agency Program Administrator and Cardholder User Manual, page 17) 
 

All receipts and required documentation must be attached to each transaction within the PeopleSoft 
P/T Card module.  This allows the Auditor's Office to complete a thorough audit prior to authorizing payment 
to J.P. Morgan Chase.  If a receipt is lost the agency must complete SF#42275 (Missing Receipt Certificate) 
and attach it to the transaction within the PeopleSoft P/T Card module.  (State of Indiana Procurement Card 
and Travel Card Agency Program Administrator and Cardholder User Manual, page 28) 
  

The Travel Card Program is intended to prevent State Employee travelers from personally paying for 
the higher dollar expenses when traveling on State business.  Consideration should be given to State of 
Indiana Travel Policies, Procedures, and Rules prior to the use of the card.  All travel policies and procedures 
for approval must be completed prior to utilizing the Travel Card.  The Travel Card is only intended for travel 
related expenses, which include:  Airfare, Out-of-state car rental, Bus or train tickets, Conference registration 
fees, and Lodging plus applicable taxes/fees.  (State of Indiana Procurement Card and Travel Card Agency 
Program Administrator and Cardholder User Manual, page 13) 
  

IDOA requires that cardholders shall reconcile transactions within the PeopleSoft P/T Card module 
within 5 days of system notification and follow the Agency Business process as advised by the Agency 
Program Administrator.  Prompt reconciliation within the module allows for timely payment to J.P. Morgan. 
(State of Indiana Procurement Card and Travel Card Agency Program Administrator and Cardholder User 
Manual, page 20)  
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INDIANA DEPARTMENT OF ENVIRONMENTAL MANAGEMENT 
April 1, 2012 to December 31, 2014 

(Continued) 
 
 
ASSET DISPOSAL DOCUMENTATION 
  

Indiana Department of Environmental Management did not provide the correct supporting docu-
mentation for capital asset disposals.  In our test, 10 of 15 assets tested did not have any supporting docu-
mentation to show they were properly disposed of.  Only 2 of the 15 assets tested had the proper state 
surplus form completed for the disposal, another two asset disposals were to remove duplicates, and one 
disposal was to remove a non-capital asset.  IDEM management was not able to provide any additional 
information for the 10 that did not have the proper documentation for disposal.  
 

All transfers, sales, retirements and other disposals of capital assets must be processed through and 
approved by State Surplus Property division of IDOA by submitting Form 13812, Notification of Surplus State-
Owned Property.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Chapter 8.4) 
 
 
SDO FUND RECONCILIATIONS 
 

The Indiana Department of Environmental Management has not performed the Special Disbursing 
Officer (SDO) check register to bank statement reconciliations for months May through December of 2014. 

 
At least monthly, the following reconciliations must be performed for the SDO fund:  

 
 Manually reconcile cleared checks from the monthly bank statement.  If Automatic 

Reconciliation is used, reconcile checks cleared from imported bank file.  
 
 Reconciliation of the ENCOMPASS check register to the bank balance.  
 
 Reconciliation of the SDO LPN advance to the ENCOMPASS check register balance.  
 
 If manual SDO checks are used, reconciliation of the SDO manual check register balance to 

the ENCOMPASS check register balance.  
 
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 

6.4) 
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INDIANA GAMING COMMISSION AND INDIANA DEPARTMENT OF GAMING RESEARCH 
April 1, 2012 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Executive Director   Ernest Yelton    04-01-12 to 05-31-15 
     Sara Gonso Tait   06-01-15 to 01-08-17 
 
Chairman    Timothy Murphy    04-01-12 to 03-20-13 
     Matthew Bell    03-21-13 to 11-19-14 
     Cristopher Johnston   11-20-14 to 09-30-17 
 
 
INCOMPLETE ANNUAL INVENTORY  
  

The Indiana Gaming Commission (IGC) provided documentation of an annual inventory completed 
during the review period.  However, the documentation was incomplete and inadequately documented the 
annual inventory procedures conducted.  Consequently, the documentation did not provide sufficient evidence 
that a reconcilement between the physical inventory and the master listing from the ENCOMPASS Asset 
Management system is being completed as part of the annual inventory procedures. 

 
Each year a physical inventory is to be taken and compared to the master listing from the 

ENCOMPASS Asset Management system.  This helps to ensure the asset inventory is accurate and that 
assets have not left the agency without authorization.  It also aids in identifying unused or obsolete assets. 
Evidence of the physical inventory must be maintained in the agency's records.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Chapter 8.4) 
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INDIANA GAMING COMMISSION AND INDIANA DEPARTMENT OF GAMING RESEARCH 
April 1, 2012 to December 31, 2014 

(Continued) 
 
 
INTERNAL CONTROLS OVER REVENUE 
  

Deficiencies in internal controls over revenues collected by the IGC were identified as described 
below:   
  

Checks were not restrictively endorsed immediately upon receipt.  Checks remained free of endorse-
ment until processed for remittance to the Treasurer of State. 
 

Deposits held overnight for remittance to the Treasurer of State on the next business day were 
improperly safeguarded.  A lock box was used to secure deposits until proper remittance could be made to 
the Treasurer of State.  However, the lock box was not in a secure location. 
 

Each agency, department, quasi, institution or office should have internal controls in effect to 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 regula-
tions.  Among other things, segregation of duties, safeguarding controls over cash and all other assets, and 
forms of information processing are part of an internal control system.  (Accounting and Uniform Compliance 
Guidelines Manual for State and Quasi Agencies, Organizational Overview--General Guidelines & Policy, 
Section IV) 
  

Checks should be restrictively endorsed with an endorsement stamp, immediately upon receipt.  This 
would occur upon opening the mail or otherwise receiving the instrument (check).  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.3) 
 

Safeguard the collections through locked drawers, cabinets or safes, particularly during breaks, 
lunchtime, and overnight. Cash receipts books, licenses, etc., should be inaccessible to unauthorized 
persons.  (Accounting and Uniform Compliance Manual for State and Quasi Agencies, Chapter 4.3)
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INDIANA DEPARTMENT OF REVENUE 
July 1, 2013 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Commissioner  Michael Alley    05-07-12 to 07-17-15 
 Andrew Kossack   07-18-15 to 01-08-17 
 
 
INTERNAL CONTROLS OVER TAX REVENUES 
 
 As communicated to State of Indiana management and Indiana Department of Revenue (DOR) 
Management during the SFY 2014 State of Indiana Comprehensive Annual Financial Report audit, the DOR 
has stand-alone custom taxpayer account systems, spreadsheets and databases that were developed over 
time to support the core tax processes at the DOR.  The DOR's Revenue Processing System (RPS) pro-
cesses the majority of tax returns collected, refunds issued, and adjustments to taxpayer accounts, but other 
stand-alone taxpayer account systems and databases are used by the DOR to support tax types not 
maintained in the RPS.  The DOR posts tax revenue receipts to the State of Indiana's (State) ENCOMPASS 
financial accounting system based upon bank reports and other related deposit receipt information.  At the 
time of posting the receipts to ENCOMPASS, the DOR performs daily reconciliations between the RPS, the 
bank, and ENCOMPASS for deposits.  The DOR did not consistently perform adequate monthly reconcilia-
tions between these taxpayer account systems and ENCOMPASS to ensure that all tax revenue transactions, 
including refunds and adjustments subsequently posted to taxpayer accounts were also properly posted to 
ENCOMPASS. 
  
 Controls over the receipting, disbursing, recording, and accounting for the financial activities are 
necessary to avoid substantial risk of invalid transactions, inaccurate records and financial statements, and 
incorrect decision making.  An Agency's control environment consists of the overall attitude, awareness and 
actions of management and the governing board or commission.  This would include establishing and 
monitoring policies for developing and modifying accounting systems and control procedures.  (Accounting 
and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview--General 
Guidelines and Policy, Section IV) 

 
 System controls are in effect on the ENCOMPASS financial accounting system, which is the official 
book of record for the State; however, each agency is responsible for controls in any subsidiary systems used 
or other records maintained.  At all times, the agency's manual and subsidiary ledgers should reconcile with 
ENCOMPASS.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Organizational Overview--General Guidelines and Policy, Section IV) 
 
 
UNIDENTIFIED CHECKS 
 
 The DOR's internal controls over the processing of unidentified checks were not adequate to ensure 
that the agency was in compliance with all guidelines for processing revenues.  The deficiencies in internal 
controls increase the risk that revenues will not be reported timely and accurately within the State's 
accounting system.   
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INDIANA DEPARTMENT OF REVENUE 
July 1, 2013 to December 31, 2014 

(Continued) 
 
 
 Each agency, department, quasi, institution or office should have internal controls in effect to 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 regula-
tions.  Among other things, segregation of duties, safeguarding controls over cash and all other assets, and 
forms of information processing are part of an internal control system.  (Accounting and Uniform Compliance 
Guidelines Manual for State and Quasi Agencies, Organizational Overview--General Guidelines and Policy, 
Section IV) 
 
 Controls over the receipting, disbursing, recording, and accounting for the financial activities are 
necessary to avoid substantial risk of invalid transactions, inaccurate records and financial statements, and 
incorrect decision making.  An Agency's control environment consists of the overall attitude, awareness and 
actions of management and the governing board or commission.  This would include establishing and 
monitoring policies for developing and modifying accounting systems and control procedures.  (Accounting 
and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview--General 
Guidelines and Policy, Section IV) 
 
 
INTERNAL CONTROLS OVER CHANGES TO TAXPAYER ACCOUNT SYSTEMS 
 
 The DOR's internal controls over changes to the taxpayer account systems were not adequate to 
ensure compliance was being maintained.  Deficiencies in internal controls increase the risk that discrepan-
cies or fraud could be undetected.  We will follow up on this issue during our audit of the SFY 2015 State of 
Indiana Comprehensive Annual Financial Report. 
 
 Each agency, department, quasi, institution or office should have internal controls in effect to 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 regula-
tions.  Among other things, segregation of duties, safeguarding controls over cash and all other assets, and 
forms of information processing are part of an internal control system.  (Accounting and Uniform Compliance 
Guidelines Manual for State and Quasi Agencies, Organizational Overview--General Guidelines and Policy, 
Section IV) 
 
 Controls over the receipting, recording, and accounting for the financial activities are necessary to 
avoid substantial risk of invalid transactions, inaccurate records and financial statements, and incorrect 
decision making.  An Agency's control environment consists of the overall attitude, awareness and actions of 
management and the governing board or commission.  This would include establishing and monitoring 
policies for developing and modifying accounting systems and control procedures.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview--General Guidelines 
and Policy, Section IV) 
 
 The computerized accounting system must maintain electronic audit trails sufficient to trace all trans-
actions from the original source of entry into the system, through all system processing, though various levels 
of summarizations, and to the results produced by the system.  The audit trails must also maintain sufficient 
information to trace all transactions from the final results produced by the system, through all system process-
ing and summarizations, and to the original source of entry into the system.  Audit trails must also identify the 
user that processed the transaction or updated the information.  These audit trails must be protected from 
modification and deletion.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi 
Agencies, Chapter 14.3) 
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INDIANA DEPARTMENT OF TRANSPORTATION 
May 1, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official                   Term 
 
Commissioner  Michael Cline     06-14-10 to 06-29-13 
 Brandye Hendrickson (Interim)  06-30-13 to 08-15-13 
 Karl B. Browning    08-16-13 to 04-22-15 
 Brandye Hendrickson   04-23-15 to 01-08-17 
   
There were no issues identified during this review that warranted written comment.
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INDIANA HISTORICAL BUREAU 
April 1, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office                 Official              Term 
 
Director            Pam Bennett            07-01-13 to 12-31-15 
 
 
There were no issues identified during this review that warranted written comment.
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INDIANA PROFESSIONAL LICENSING AGENCY 
April 1, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Executive Director Frances Kelly   03-14-05 to 01-11-13 
 Virgil Madden   01-14-13 to 06-14-13 
 Nicholas Rhoad   06-17-13 to 01-08-17 
 
 
LATE PAYMENT PENALTIES 
 

The Indiana Professional Licensing Agency (PLA) paid late payment penalties to various vendors as 
a result of untimely payment of claims.  This resulted in fees of $2,673.39 for calendar year 2013 and 
$4,770.39 for calendar year 2014.  These penalties are an unnecessary use of public funds. 
 

Indiana Code 5-17-5-1(a) requires a state agency to: 
 
". . . pay a late payment penalty at a rate of one percent (1%) per month on amounts due on 
written contracts for public works, personal services, goods and services, equipment, and travel 
whenever the state agency . . . fails to make timely payment." 

 
Payment of penalties and interest due to late payments to vendors may be the obligation of the 

responsible official or employee.  (Accounting and Uniform Compliance Guidelines Manual for State and 
Quasi Agencies, Chapter 6.4) 
 
 Each agency, department, quasi, institution, or office is responsible for compliance with applicable 
statutes, regulations, contract provisions, state policies, and federal requirements.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview - General Guidelines 
and Policy, Section IV) 
 
 
CAPITAL ASSET INVENTORY TO ENCOMPASS 
 

The capital asset inventory prepared by the PLA did not agree with capital asset listing in Encompass 
Asset Management.  The PLA is maintaining an external listing of all assets (capital and non-capital) but are 
not reconciling the external listing to Encompass.  When comparing their listing to Encompass Asset 
Management, only 71 of the 117 assets from Encompass were found on PLA's asset listing.  Also, an annual 
physical inventory of assets owned was not conducted for 2013. 

 
Each year a physical inventory is to be taken and compared to the master listing from the 

ENCOMPASS Asset Management system.  This helps to ensure the asset inventory is accurate and that 
assets have not left the agency without authorization.  It also aids in identifying unused or obsolete assets. 
Evidence of the physical inventory must be maintained in the agency's records.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Chapter 8.4) 
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INDIANA SECRETARY OF STATE 
March 16, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Secretary of State of Indiana         Connie Lawson      03-16-12 to 12-31-18 
 
 
There were no issues identified during this review that warranted written comment.
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INDIANA STATE LIBRARY 
April 1, 2012 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
State Librarian    Roberta Brooker   04-01-12 to 12-28-13 
     Connie Bruder (Interim)   12-29-13 to 08-25-14 
     Jacob Speer    08-26-14 to 06-30-16 
 
 
INTERNAL CONTROLS OVER REVENUE 
 

Deficiencies in internal controls over revenues collected by the Indiana State Library (ISL) were 
identified as described below:   

 
 Checks were not restrictively endorsed immediately upon receipt.  Checks remained free of 

endorsement until processed for remittance to the Treasurer of State. 
 
 Receipts were not issued for all money received.  Amounts reported on the Reports of 

Collection could not be traced back to an individual receipt issued to the payer. 
 

 A cash receipts journal was utilized by the agency; however, it did not contain all of the 
necessary elements.  Since receipts were not issued for all monetary collections, the Cash 
Receipts Journal did not list revenue transactions by receipt number.  Additionally, the Cash 
Receipts Journal did not separately classify revenue by cash and checks. 

 
Each agency, department, quasi, institution or office should have internal controls in effect to 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 regula-
tions.  Among other things, segregation of duties, safeguarding controls over cash and all other assets, and 
forms of information processing are part of an internal control system.  (Accounting and Uniform Compliance 
Guidelines Manual for State and Quasi Agencies, Organizational Overview--General Guidelines & Policy, 
Section IV) 
  

Checks should be restrictively endorsed with an endorsement stamp, immediately upon receipt.  This 
would occur upon opening the mail or otherwise receiving the instrument (check).  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.3) 
  

Some type of receipting method must be utilized for all money received.  If the volume is not 
extremely high, the simplest and most effective method is to issue an official receipt (either prescribed or 
approved by the Indiana State Board of Accounts) to each person paying in money to the state agency. 
  

For a greater volume of collections, the State Board of Accounts may approve a substitute method of 
accounting for the revenue - cash registers, the validating of documents, the use of data processing cash 
listings, etc.  Any system other than the issuance of prescribed cash receipt forms must have the State Board 
of Accounts approval.  
  

Official receipts should be consecutively prenumbered, whether paper or electronic.  If a paper form, 
the agency clerk must complete in ink the date, entity or person submitting payment, description, and 
indication of the form of payment.  Official receipt forms have three copies, the original for the payer, the 
second copy to be retained with the agency's ROC, and the third copy to remain intact in the receipt book.  
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All three copies of a voided receipt must remain intact in the receipt book.  These may be stapled 
together.  All copies must be defaced.  If an electronic receipt system is used, voided receipt numbers must 
not be used for subsequent receipts.  
  

Regardless of the receipting method, the agency should always be able to trace an individual receipt 
from a payer to the corresponding Report of Collection.  If no receipts on file, agency must maintain either a 
copy of the check or note details from the check with their copy of the ROC.  In the event of a lost deposit by 
the bank or carriers, it will be the agency's responsibility to contact the payers and recreate the deposit.  
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.4) 
  

If money is received on a regular basis, some type of Cash Book (paper or electronic) is required 
(See 4.1.2).  This Cash Book must list the revenue by classification and amount in detail.  Noting cash and 
checks separately is helpful for reconciliation to the final Report of Collection.  The Cash Book may include 
the receipt number or daily summaries from a source document or data processing listing.  The amount 
deposited with the Treasurer of State and the corresponding ENCOMPASS Deposit ID must also be shown 
on the Cash Book.  The process of issuing a receipt and posting the cash receipts journal can be incorporated 
into one function.  Only actual collections of money, whether it be cash, check or money orders, must be 
included in the Cash Book.  This is a method of assuring that these monies reconcile with the actual deposits 
with the TOS.  Corrections, wire transfers and other bank to bank transfers wouldn't be necessary to include, 
as no one in the agency actually receives money in these cases.  
  

Since there is no standard cash book (also referred to as a cash receipts journal) prescribed for state 
agencies, all types of internal cash books or journals must be approved in writing by the State Board of 
Accounts.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 
4.4) 
  
 
INCOMPLETE ANNUAL INVENTORY  
 

The ISL provided documentation of an annual inventory completed during the review period. 
However, the documentation was incomplete.  
 

 The documentation did not contain asset IDs and/or serial numbers for all assets listed or the 
asset purchase date.  

 
 The documentation did not list the cost of the assets; therefore, we were unable to determine 

which items were considered capital assets.  
 
 The documentation stated that an annual inventory was completed in the fall of 2013, but it 

did not indicate a specific date when the inventory was performed.  
 
 Consequently, the documentation did not provide sufficient evidence that a reconcilement 

between the physical inventory and the master listing from the ENCOMPASS Asset 
Management system is being completed as part of the annual inventory procedures.  

 
We attempted to perform a reconcilement between the documentation submitted by the ISL and the 

data contained in the ENCOMPASS Asset Management System.  Of the 577 items contained in the 
ENCOMPASS Asset Management System, 456 items were not located on the documentation submitted by 
the ISL. 
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Each year a physical inventory is to be taken and compared to the master listing from the 
ENCOMPASS Asset Management system.  This helps to ensure the asset inventory is accurate and that 
assets have not left the agency without authorization.  It also aids in identifying unused or obsolete assets. 
Evidence of the physical inventory must be maintained in the agency's records.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Chapter 8.4) 
 
 
TRAVEL CARD - MONTHLY RECONCILIATIONS  
   

The ISL did not document monthly reconciliations between travel card invoices or receipts and the 
monthly J.P. Morgan Chase statement.  Per agency officials, a reconciliation is done to compare the 
supporting documentation, G10 (out of state), travel statement, and expense report prior to approving each 
item, however, documentation of the reconciliation was not provided for review.   
 

Cardholders are required to reconcile transactions in the PeopleSoft P/T Card module proactively 
throughout the billing period.  Monthly statements should still be reviewed.  (State of Indiana Procurement 
Card and Travel Card Program Agency Program Administrator and Cardholder User Manual, page 19) 

 



 
September 16, 2015 
 
 
 
 

In response to the travel card‐monthly reconciliations item in the audit: 

The Indiana State Library reconciliations for travel card payments are performed immediately 

once staff have returned from their trip(s).  The supporting documentation is uploaded into 

PeopleSoft by staff or travel coordinator.  The chart fields and supporting documentation are 

verified by the financial staff.  The procurement credit card transactions are reconciled against 

the monthly credit card statement and any discrepancies are resolved immediately.   Our credit 

card statement did not reflect checkmarks or some such marking does not solidify a 

reconciliation was not completed.  There is no policy stating your bank statement has to reflect 

having markings in order to justify a reconciliation was performed.  Missing supporting 

documentation would justify a reconciliation was not complete or if proper forms were not 

completed.  

 

Sincerely, 

Jacob Speer 

 

baanderson
Text Box
-64-



 

-65- 

INDIANA TREASURER OF STATE 
July 1, 2013 to June 30, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Treasurer of State Richard Mourdock     02-10-07 to 08-29-14 
 Daniel Huge    08-30-14 to 11-17-14 

Kelly Mitchell    11-18-14 to 12-31-18 
 
 
There were no issues identified during this review that warranted written comment.
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AGENCY OFFICIALS 
 
 
Office   Official     Term   
 
Executive Director  General J. Stewart Goodwin  03-07-05 to 01-08-17 
 
 
CAPITAL ASSET INVENTORY 
 

The capital asset inventory of the War Memorial Commission (WMC) was not complete as to 
additions and retirements.  One of the asset additions was actually a performance of a service and should not 
have coded as $1,400 for equipment. Of the 15 retirements tested, 6 items could not be located and 
paperwork from surplus could not be located, and four items were still in-service at the War Memorial 
Commission.  
 

Agency personnel are responsible for accountability for all assets under their control, including capital 
assets.  Adequate asset management staff should be assigned to recording and maintaining, on the 
ENCOMPASS financial system, all capital assets with a cost of $500 or more.  Assets are automatically 
capitalized upon approval by either the BU approver or AOS approver. Controls should be in effect to assure 
that additions, disposals, and transfers to other departments or agencies are recorded timely.  Inventories of 
these assets should be performed each year in each department and compared to the ENCOMPASS listing. 
Results of inventories should be retained for audit purposes.  (Accounting and Uniform Compliance 
Guidelines Manual for State Agencies and Quasi Agencies, Chapter 8.4)  
 
 
RECEIPT ISSUANCE/CASH RECEIPT JOURNAL 
  

During our review of the WMC cash receipt book, we identified the following concerns:   
 

 Blank receipts that had not been written or defaced were located in the midst of receipts that 
were written.  

 
 Five receipts were identified where all three copies were missing from the receipt book.  

 
 The WMC did not keep a complete cash receipts journal.  The cash receipts log that was kept did 

not include the ENCOMPASS Deposit ID.  Additionally, the cash log was not being reconciled to 
ENCOMPASS.   

 
 For 13 of the 40 receipts tested for the WMC, a proper receipting method was not used.  For nine 

of the thirteen, an electronic receipt was issued, but was not numbered. For the remaining four 
receipts, no receipt was issued. 
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All three copies of a voided receipt must remain intact in the receipt book.  These may be stapled 
together.  All copies must be defaced.  If an electronic receipt system is used, voided receipt numbers must 
not be used for subsequent receipts.  (Accounting and Uniform Compliance Guidelines Manual for State and 
Quasi Agencies, Chapter 4.4)  
  

If money is received on a regular basis, some type of cash book (paper or electronic) is required (See 
4.1.2).  This cash book must list the revenue by classification and amount in detail.  Noting cash and checks 
separately is helpful for reconciliation to the final Report of Collection.  The cash book may include the receipt 
number or daily summaries from a source document or data processing listing.  The amount deposited with 
the Treasurer of State and the corresponding ENCOMPASS Deposit ID must also be shown on the cash 
book.  The process of issuing a receipt and posting the cash receipts journal can be incorporated into one 
function.  Only actual collections of money, whether it be cash, check, or money orders, must be included in 
the cash book.  This is a method of assuring that these monies reconcile with the actual deposits with the 
TOS. Corrections, wire transfers and other bank to bank transfers wouldn't be necessary to include, as no one 
in the agency actually receives money in these cases.  (Accounting and Uniform Compliance Guidelines 
Manual for State and Quasi Agencies, Chapter 4.4)  
 

Reconcile deposits with the cash receipts journal (cash book) to assure that all funds received were 
deposited.  It is recommended that this be reconciled daily as approved ROCs are returned to the agency. 
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.4)  
 
 Some type of receipting method must be utilized for all money received. If the volume is not extremely 
high, the simplest and most effective method is to issue an official receipt (either prescribed or approved by 
the State Board of Accounts) to each person paying in money to the state agency. . . . Official receipts should 
be consecutively pre-numbered, whether paper or electronic.  If a paper form, the agency clerk must complete 
in ink the date, entity or person submitting payment, description, and indication of the form of payment. 
Official receipt forms have three copies, the original for the payer, the second copy to be retained with the 
agency's ROC, and the third copy to remain intact in the receipt book.  (Accounting and Uniform Compliance 
Guidelines Manual for State and Quasi Agencies, Chapter 4.4) 
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INTEGRATED PUBLIC SAFETY COMMISSION 
April 1, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Director David Vice   01-06-04 to 06-30-17 
 
 
There were no issues identified during this review that warranted written comment.
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OFFICE OF ENVIRONMENTAL ADJUDICATION 
March 1, 2012 to December 31, 2014 

 
 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Executive Director Mary Davidsen   09-09-03 to 01-08-17 
 
 
INTERNAL CONTROL OVER REVENUE COLLECTIONS 
 
 The following deficiencies in the revenue collections' internal control structure were identified: 
 

 Checks are not restrictively endorsed immediately upon receipt. 
 

 Duties are not sufficiently segregated.  The Office of Environmental Adjudication (OEA) 
employees responsible for collecting public funds and preparing official receipts are also 
responsible for recording the receipts in the Cash Book and delivering the receipts to the 
State Budget Agency (SBA) for deposit. 

 
 Activity per the OEA's receipt book is not reconciled to activity per OEA's Cash Book.  The 

receipt book included one check that was not recorded in the Cash Book, and the Cash Book 
included one check that was not recorded in the receipt book. 

 
 The OEA's receipt book also reflects activity for another agency.  Of the book's 16 total 

receipts recorded for both agencies, 8 receipts did not clearly delineate the agency for which 
the funds were collected, increasing the risk of improper fund classification in ENCOMPASS. 

 
 The OEA maintains a Cash Book to record collections of copies and report fees; however, 

the Cash Book does not contain the corresponding ENCOMPASS Deposit IDs.   
 

 Activity per the OEA's Cash Book is not reconciled to deposits made with the Treasurer of 
State (TOS) per ENCOMPASS.  Of the nine receipts recorded by the OEA, two receipts 
totaling $81.80 were not deposited with the TOS.  The OEA was unaware there were un-
deposited funds. 

 
 Receipts for copies and report fees were not consistently deposited within the following 

business day.  Of the nine receipts tested for the period March 1, 2012 to December 31, 
2014, four were deposited two business days after receipt and one was deposited 20 
business days after receipt.  When receipts are not deposited timely, the possibility that 
funds may be misplaced or stolen increases.  The agency outsources its accounting 
functions to the SBA's centralized accounting services division via a Memorandum of 
Understanding.  Prior to deposit with the TOS, public funds collected must pass through both 
the OEA and the SBA's centralized accounting staff, thus necessitating stricter procedures 
for ensuring timely deposits as required by state law. 

 
Checks should be restrictively endorsed with an endorsement stamp immediately upon receipt.  This 

would occur upon opening the mail or otherwise receiving the instrument (check). 
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Considering the materiality of collections and the size of the agency, a complete listing of collections 
received should be made by a person independent of the duties of processing the receipts or making 
deposits. 
 

Receipts should be issued and recorded at the time of the transaction; for example, when cash or a 
check is received, a receipt is to be immediately prepared and given to the person making payment.  
Licenses, permits, etc., should be issued timely. 
 

Collections and other accountable items should be reconciled to the bank statements and the 
agency's cash book.  There is no authority for an agency to maintain an "over" or "short" fund. 
 

The duties of collecting monies, processing the receipt, license, permit, etc., preparing and making 
deposits, and performing reconciliations should be segregated to the fullest extent possible considering the 
size of the agency and the materiality of collections.  (Accounting and Uniform Compliance Guidelines Manual 
for State and Quasi Agencies, Chapter 4.3)  
 

Each agency is responsible for establishing procedures to attain a high level of accountability for 
funds collected and for ensuring that these funds are deposited with the Treasurer of State, or other approved 
depository, in accordance with state statute.   
 

Regardless of the receipting method, the agency should always be able to trace an individual receipt 
from a payer to the corresponding Report of Collection.  If no receipts on file, agency must maintain either a 
copy of the check or note details from the check with their copy of the ROC.  In the event of a lost deposit by 
the bank or carriers, it will be the agency's responsibility to contact the payers and recreate the deposit. 
 

The amount deposited with the Treasurer of State and the corresponding ENCOMPASS Deposit ID 
must also be shown on the cash book. 
 

Reconcile deposits with the cash receipts journal (cash book) to assure that all funds received were 
deposited.  It is recommended that this be reconciled daily as approved ROCs are returned to the agency.  
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 4.4) 
 

Each agency, department, quasi, institution or office should have internal controls in effect to provide 
reasonable assurance regarding the reliability of financial information and records, effectiveness and 
efficiency of operations, proper execution of management's objectives, and compliance with laws and 
regulations.  Among other things, segregation of duties, safeguarding controls over cash and all other assets, 
and forms of information processing are part of an internal control system.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Organizational Overview – General Guidelines 
and Policy, Section IV) 
 

Indiana Code 5-13-6-1(b) states in part:  ". . . all public funds . . . shall be deposited with the 
Treasurer of State, or an approved depository selected by the Treasurer of State not later than the business 
day following the receipt of the funds." 
 
 
DISBURSEMENT DOCUMENTATION 
 
 During our review of the OEA, we identified four out of five travel card disbursements tested did not 
contain adequate supporting documentation.   
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Supporting documentation such as receipts, canceled 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.  Documents must be filed in such a manner as to be readily retrievable or otherwise 
reasonably obtainable, upon request, during an audit.  (Accounting and Uniform Compliance Guidelines 
Manual for State and Quasi Agencies, Organizational Overview – General Guidelines and Policy, Section IV) 
 
 
TRANSFER/DISPOSAL OF CAPITAL ASSETS 
 

The OEA did not maintain documentation supporting the disposal of assets during the review period. 
 

A test of four ENCOMPASS asset deletions, which was 100 percent of the asset deletions, indicated 
the following: 
 

 One asset disposal listed in ENCOMPASS as having been sent to State Surplus was not 
evidenced by a Form 13812, Notification of Surplus State-Owned Property, or other docu-
mentation. 

 
 The remaining three asset disposals listed in ENCOMPASS as having been traded for 

another asset, were not evidenced by supporting documentation from the agency.  Based 
upon an inspection of serial numbers, the Indiana Office of Technology (IOT) did confirm that 
two of these three assets were dropped off at the IOT dispatch center for the proper securing 
and removal of electronic data from the devices.  Identifying agency asset tags were not 
attached to the two assets upon their disposal. 

 
Agency personnel are responsible for accountability for all assets under their control, including capital 

assets.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 8.3) 
 

All transfers, sales, retirements and other disposals of capital assets must be processed through and 
approved by State Surplus Property division of IDOA by submitting Form 13812, Notification of Surplus State-
Owned Property.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Chapter 8.4) 
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OFFICE OF MANAGEMENT AND BUDGET 
July 1, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Director Adam Horst    01-20-12 to 01-13-13 
 Christopher Atkins   01-14-13 to 06-26-15 
 Micah Vincent   06-27-15 to 01-08-17 
 
 
There were no issues identified during this review that warranted written comment.
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AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Inspector General David Thomas   01-10-05 to 01-10-15 
 Cynthia Carrasco   01-11-15 to 01-08-17 
 
 
There were no issues identified during this review that warranted written comment.
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June 1, 2012 to December 31, 2014 

 
 

AGENCY OFFICIALS 
 
 
Office                   Official      Term 
 
Indiana Utility Consumer Counselor      A. David Stippler                01-14-13 to 01-08-17 
 
 
There were no issues identified during this review that warranted written comment.
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AGENCY OFFICIALS 
 
 
Office       Official      Term 
 
Director      Adam Horst   09-17-10 to 01-13-13 
      Christopher Atkins  01-14-13 to 07-14-13 
         Brian Bailey   07-15-13 to 01-08-17 
 
 
FIXED ASSET INVENTORY AND TRANSFER/DISPOSAL OF CAPITAL ASSETS 
  

The most recent fixed asset inventory of the State Budget Agency was not accurate as to retirements, 
and the agency did not maintain documentation supporting the disposal of assets during the review period. 
  

A test of 15 ENCOMPASS asset deletions indicated the following: 
  

 Seven assets were in-service and incorrectly recorded as disposals in ENCOMPASS. 
 
 Seven asset disposals were not evidenced by a Form 13812, Notification of Surplus State-

Owned Property or other documentation. 
  

The State of Indiana requires that assets costing $500 and over are included in the ENCOMPASS 
financial system, thus available for inclusion in the financial statements.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, Chapter 8.2) 
  

Agency personnel are responsible for accountability for all assets under their control, including capital 
assets.  Adequate asset management staff should be assigned to recording and maintaining, on the 
ENCOMPASS financial system, all capital assets with a cost of $500 or more.  Assets are automatically 
capitalized upon approval by either the BU approver or AOS approver.  Controls should be in effect to assure 
that additions, disposals, and transfers to other departments or agencies are recorded timely.  (Accounting 
and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 8.3) 
  

All transfers, sales, retirements and other disposals of capital assets must be processed through and 
approved by State Surplus Property division of IDOA by submitting Form 13812, Notification of Surplus State-
Owned Property.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Chapter 8.4) 
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