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YEAR END DUTIES 
 
 The following is a listing of duties and reports that occur each year end.  Some of the articles 
have been published in this issue. 
        Bulletin Date  Page  
 
 Fire Protection Contracts    December, 2000    3 
 
 Encumbering Appropriations    This Issue     2 
 
 Cancellation of Warrants - Old Outstanding 
    Checks      This Issue     1 
 
 Publication of Annual Report in Pamphlet 
       Form  - 2nd Class Cities    December, 2000    4 
 
 Annual Report      December, 2000    4 
 
 Certification of Names and Addresses 
         to County Treasurer     December, 2000    5 
 
 Report of Names, Addresses, Duties  
     and Compensation of Public Employees  December, 2000    5 
 
 Annual Operational Report - Motor Vehicle 
    Highway Fund     This Issue     3 
 
 Dormant Fund Balances - Transfers  
    Authorized      This Issue     5 
 
 Monthly Bank Reconcilements    December, 2000    4 

 
 

SOCIAL SECURITY TAX BASE CHANGES JANUARY 1 
 
 
 The 2004 contribution rate will remain at a total of 15.3 percent. The tax rate for both employees’ 
and employers’ shares for 2004 will be 7.65 percent (6.2% of Social Security and 1.45% Medicare). 
 
 We further understand that the maximum amount of earnings that will be subject to Social 
Security contribution will be raised from $87,000 to $87,900 effective January 1, 2004. 
 
 Please contact the Internal Revenue Service at 1-800-829-1040 if you should have any questions 
on this matter. 
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NEW FEDERAL MILEAGE RATE 
 
 It is our under standing that effective January 1, 2004, the Federal mileage rate will raise from 36 
cents to 37 and ½ cents per mile. The State rate for mileage is 28 cents per mile. 
 
  

CANCELLATION OF WARRANTS – OLD OUTSTANDING CHECKS 
 
 Pursuant to IC 5-11-10.5, all checks outstanding and unpaid for a period of two years as of 
December 31 of each year are void. 
 
 Not later than March 1 of each year, the clerk-treasurer shall prepare or cause to be prepared a 
list in duplicate of all checks outstanding for two or more years as of December 31 last preceding.  The 
original copy shall be filed with the city or town council and the duplicate copy maintained by the clerk-
treasurer of the city or town.  The clerk-treasurer shall enter the amounts so listed as a receipt to the fund 
or funds upon which they were originally drawn and remove the checks from the list of outstanding 
checks.  If the fund from which the check was originally drawn is not in existence or cannot be 
ascertained, the amount of the outstanding check shall be receipted into the general fund of the city and 
town. 
 

ENCUMBERED APPROPRIATIONS – BALANCE AVAILABLE 
 
 With the opening of a new budget year and a new set of ledgers, it is to the advantage of a 
municipality to review the unpaid purchase orders and contracts which remain on the ledgers as 
“encumbered.” 
 
 Unpaid purchase orders and those items under contract are to be added for each appropriation 
account and the total carried to the new 2004 corresponding account.  The actual unpaid amount of the 
purchase orders or contracts should be totaled and shown as a separate amount on the appropriation 
ledger sheet for 2004, with proper explanation, and added to the 2004 appropriation for the same 
purpose.  By properly carrying out this procedure, the 2004 budget will not be expected to stand any 
expense not anticipated in making the budget. 
 
 We suggest the proper officials of the city or town make a listing of these encumbered items and 
make it part of their minutes in their last business meeting of the year.  The Department of Local 
Government Finance should be sent a copy of the listing. 
 
 Keep in mind the appropriations encumbered and carried forward can be used for no other 
purpose other than the purchase order or the contract for which they were appropriated. 
 

YEAR END DUTIES – OUTGOING OFFICIALS 
 
 Outgoing city controllers and city and town clerk-treasurers should completely post and balance 
their records before turning them over to their successors on January 1, 2004. 
 
 If there are any securities and undeposited cash in the office on December 31, they should be 
inventoried and/or counted and the new controller or clerk-treasurer should sign a receipt in triplicate to 
be attested by the outgoing officer. One copy should be mailed to the State Board of Accounts with the 
outgoing controller or clerk-treasurer and his successors each receiving a copy. Any cash change fund 
should be returned to the fund from which it was advanced on or before December 31. In the event one of 
the officers is not available, we suggest a disinterested third party be invited to witness the inventory or 
cash count and this individual should attest to the receipt.  (Example of such officials would be the Mayor, 
City Police Chief, Town Council President, Town Marshal, etc.) 
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YEAR END DUTIES – OUTGOING OFFICIALS  (CONTINUED) 
 
 We also suggest the outgoing officer prepare in triplicate an itemized inventory of equipment in 
the office at December 31 to be signed by the successor and attested to by the outgoing controller or 
clerk-treasurer. Disposition of copies should be the same as outlined in the preceding paragraph. 
 
 As a matter of good business practice, the outgoing controller or clerk-treasurer should prepare 
and give to the new officer a list of reports that must be filed in January and February of the new year. 
The outgoing official should offer his/her assistance in preparing such reports and in reconciling the 
depository accounts for the end of the year. 
 
 Among the reports that may be required to be filed by your unit are: Withholding Tax, Social 
Security, Public Employees’ Retirement Fund Contributions, Utility Receipts Tax, Sales Tax, Annual 
Report, Utility Report to Utility Regulatory Commission, Annual Report to the Common Council, Annual 
Operational Report of Motor Vehicle Highway Fund, Report of Names, Addresses, Duties, and 
Compensation of Public Employees, Accounts Payable at December 31, and Capital Assets at December 
31. 
 
 

FORMS PRESCRIBED BY THE STATE BOARD OF ACCOUNTS 
 
 Some computer hardware, software and application systems can produce exact replicas of the 
forms prescribed by the State Board of Accounts and documented in the Accounting Manuals which this 
agency provides to governmental units.  In addition, some of the prescribed forms are currently replicated 
on continuous, preformatted computer paper. 
 
 The State Board of Accounts prescribes the required accounting system forms, but does not 
specify the source from which forms must be obtained. Therefore, the State Board of Accounts will not 
take exception to the use of forms created by computer printer or utilizing continuous form computer 
paper. These exact replications must be identical to the prescribed forms on format, titles and locations of 
data. These exact replications of prescribed forms are not required to be submitted to the State Board of 
Accounts for approval and each form should be identified as  “FORM PRESCRIBED BY STATE BOARD 
OF ACCOUNTS”  in the same location as it is printed on the most recent revision of the prescribed form. 
 
 The use of computer generated prescribed forms should be brought to the attention of the Field 
Examiners during the next regularly scheduled audit. The forms and the computer system operating the 
forms are subject to a technical computer audit based upon the results of the Field Examiners’ risk 
assessment. 
 
 

ANNUAL OPERATIONAL REPORT OF LOCAL ROAD AND STREET OPERATIONS 
 
 Indiana Code 8-17-4.1 requires an operational report shall be prepared by all cities and towns 
having a population of 20,000 or more with road and street responsibilities. The report shall be prepared 
on forms prescribed by the State Board of Accounts and must disclose all information considered 
necessary to reflect the financial condition and operations of the department. 
 
 A copy shall be filed with the State Board of Accounts, the governing body of the municipality, 
HERPICC and the Planning Division of the State Department of Transportation by June 1 of the year next 
following the operational report year. The report shall also be made available to the public and to the 
press. 
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ANNUAL OPERATIONAL REPORT OF LOCAL ROAD AND STREET OPERATIONS 
(Continued) 

 
 The annual operational report shall be prepared and filed on City and Town Form No. 225.  A 
copy of the report will be furnished to all affected city and town officers by the State Board of Accounts. 
Public Law 173, Acts of 2003, requires the State Board of Accounts to prescribe a more streamlined 
report that will ease the preparation of the report. The new report format will be mailed to city and town 
fiscal officers in January 2004. 
 
 

DUNS NUMBER REQUIREMENTS 
 
 Beginning on October 1, 2003, all federal grant applicants must have a Dun and Bradstreet 
‘DUNS” number (DATA UNIVERSAL NUMBERING SYSTEM) to apply for or renew grants or submit 
plans under mandatory grant programs. The DUNS number will be required regardless of whether the 
applicant is submitting a paper application or electronically filing through the new e-grants web portal:  
www.grants.gov.   The identifier will be used for tracking purposes, and to validate address and point of 
contact information. A universal identifier also eliminates the need  for separate identification numbers in 
different federal agencies. 
 
 A DUNS number can be obtained by calling Dun and Bradstreet's toll free number at 1-866-705-
5711 or 1-800-234-3867.  A number may also be obtained on-line at   www.dnb.com/us/duns     update. 
 
 

RAINY DAY FUND – SUPPLEMENTAL CAGIT, COIT AND CEDIT DISTRIBUTIONS 
 
 Public Law 267, Acts of 2003, changed the method of distributing CAGIT, COIT and CEDIT 
revenue.  IC 6-3.5-1.1-21.1, IC 6-3.5-6-17.3 and IC 6-3.5-7-17.3 state that if the Department of Revenue 
determines that an excess of the amounts required to make distributions of CAGIT, COIT OR CEDIT 
exists, such excess shall be distributed in a supplemental distribution in January of the ensuing budget 
year. Any supplemental distributions received shall be deposited in the city or town’s rainy day fund. 
 
 

TRANSFER OF APPROPRIATIONS 
 
 A city or town council may approve the transfer of money from one major budget classification to 
another within a department or office if the transfer is determined to be necessary, does not require the 
expenditure of more money than the total amount set out in the budget as finally determined, and the 
transfer is approved at a regular public meeting and by proper ordinance or resolution. The transfer may 
be made without notice and without the approval of the Department of Local Government Finance. 
(IC 6-1.1-18-6) 
 
 

APPROPRIATION OF INSURANCE CLAIM PROCEEDS 
 
 The fiscal officer a political subdivision may appropriate funds received from an insurance 
company if:  (1) the funds are received as a result of damage to property of the political subdivision; and 
(2) the funds are appropriated for the purpose of repairing or replacing the damaged property. However, 
the funds must be expended to repair or replace the property within the twelve month period after they 
are received.  (IC 6-1.1-18-7) 

www.grants.gov
www.dnb.com/us/duns
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DORMANT FUND BALANCES-TRANSFERS AUTHORIZED 
 
 
 IC 36-1-8-5 gives city and town councils authority to order the transfer to the general fund or rainy 
day fund any unused and unencumbered balance in any fund raised by a general or special tax levy, the 
purposes of which have been fulfilled.  This action may be taken by a city or town council at any public 
meeting. 
 
 IC 36-1-8-5 states in part: 
 
 “(a)  This section applies to all funds raised by a general or special tax levy on all the taxable
 property of a political subdivision.” 
 

“(b)  Whenever the purposes of a tax levy have been fulfilled and an unused and unencumbered 
balance remains in the fund, the fiscal body of the political subdivision shall order the balance 
ofthat fund to be transferred as follows, unless a statute provides that it be transferred 
otherwise,…(2) Funds of a municipality, to the general fund or rainy day fund of the municipality.” 

 
 
 
 
 
 

INDEX TO BULLETINS 
 
 
 Enclosed with this issue is an index to the following issues of the Cities and Towns Bulletin: 
 

1994 - March, June, September, December 
1995 - March, June, September, December 
1996 - March, June, September, December 
1997 - March, June, September, December 
1998 - March, June, September, December 
1999 - March, June, September, December 
2000 - March, June, September, December 
2001 - March, June, September, December 
2002 - March, June, September, December 
2003 – March, June, September, December 

 
 The articles appearing in the year 1993 and prior issues have been revised and reprinted in later 
issues.  Also, articles revised in later issues that are obsolete have been omitted from the index.  Please 
discard all issues prior to March, 1994. 
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MERRY CHRISTMAS 

 
 
 In reflecting back over the past years, we have all been faced with many new problems and 
difficult decisions.  Some of those problems have been resolved while many still remain for us to find 
solutions.  We extend, as we have in the past, our sincerest efforts for cooperation on a joint effort to 
resolve those problems in our area of expertise. 
 
 We extend our thanks for the tremendous cooperation and assistance afforded our audit staff and 
this Board throughout this year in an effort to improve audit efficiency.  From each of us and our staff to 
each of you and your staff, we send our best wishes for the holidays and our sincere wishes for a 
prosperous and happier new year. 
 
 
 
 
 

________________________ 
Charles Johnson III 

State Examiner 
 
 
 
 
 
 
________________________                                                     ________________________ 
     Michael A. Fiwek       Marilyn S. Rudolph 
     Deputy State Examiner      Deputy State Examiner 
 
 



RATES for LEGAL ADVERTISING
Effective January 1, 2004

     The following rates, effective January 1, 2004, were computed based upon the statutorily authorized
5% maximium increase allowed by  P.L. 64-1995.  Any percentage increase other than the 5% will require
a separate computation by the State Board of Accounts.  Any publisher that has not chosen to increase
rates at all will continue to use the rate schedule that was effective January 1, 1988.

7 Em Column 7.4 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.314 0.469 0.626 0.783 5.5 0.332 0.496 0.662 0.827
6 0.288 0.430 0.574 0.717 6 0.304 0.455 0.607 0.758

6.5 0.266 0.397 0.530 0.662 6.5 0.281 0.420 0.560 0.700
7 0.247 0.369 0.492 0.615 7 0.261 0.390 0.520 0.650

7.5 0.230 0.344 0.459 0.574 7.5 0.243 0.364 0.485 0.607
8 0.216 0.323 0.431 0.538 8 0.228 0.341 0.455 0.569
9 0.192 0.287 0.383 0.478 9 0.203 0.303 0.405 0.506

10 0.173 0.258 0.344 0.430 10 0.183 0.273 0.364 0.455
12 0.144 0.215 0.287 0.359 12 0.152 0.227 0.303 0.379

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81

7.83 Em Column 8 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.351 0.525 0.700 0.875 5.5 0.359 0.536 0.716 0.894
6 0.322 0.481 0.642 0.802 6 0.329 0.492 0.656 0.820

6.5 0.297 0.444 0.593 0.741 6.5 0.304 0.454 0.606 0.757
7 0.276 0.412 0.550 0.688 7 0.282 0.421 0.562 0.703

7.5 0.258 0.385 0.514 0.642 7.5 0.263 0.393 0.525 0.656
8 0.241 0.361 0.482 0.602 8 0.247 0.369 0.492 0.615
9 0.215 0.321 0.428 0.535 9 0.219 0.328 0.437 0.547

10 0.193 0.289 0.385 0.481 10 0.197 0.295 0.394 0.492
12 0.161 0.241 0.321 0.401 12 0.164 0.246 0.328 0.410

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81

2004 Legal Advertising Rates Page 1 of 7



8.2 Em Column 8.3 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.368 0.550 0.734 0.917 5.5 0.372 0.556 0.742 0.928
6 0.337 0.504 0.672 0.840 6 0.341 0.510 0.681 0.851

6.5 0.311 0.465 0.621 0.776 6.5 0.315 0.471 0.628 0.785
7 0.289 0.432 0.576 0.720 7 0.293 0.437 0.583 0.729

7.5 0.270 0.403 0.538 0.672 7.5 0.273 0.408 0.544 0.680
8 0.253 0.378 0.504 0.630 8 0.256 0.382 0.510 0.638
9 0.225 0.336 0.448 0.560 9 0.228 0.340 0.454 0.567

10 0.202 0.302 0.403 0.504 10 0.205 0.306 0.408 0.510
12 0.169 0.252 0.336 0.420 12 0.171 0.255 0.340 0.425

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81

8.4 Em Column 8.5 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.377 0.563 0.751 0.939 5.5 0.381 0.570 0.760 0.950
6 0.345 0.516 0.689 0.861 6 0.350 0.522 0.697 0.871

6.5 0.319 0.476 0.636 0.795 6.5 0.323 0.482 0.643 0.804
7 0.296 0.442 0.590 0.738 7 0.300 0.448 0.597 0.747

7.5 0.276 0.413 0.551 0.689 7.5 0.280 0.418 0.558 0.697
8 0.259 0.387 0.517 0.646 8 0.262 0.392 0.523 0.653
9 0.230 0.344 0.459 0.574 9 0.233 0.348 0.465 0.581

10 0.207 0.310 0.413 0.516 10 0.210 0.313 0.418 0.523
12 0.173 0.258 0.344 0.430 12 0.175 0.261 0.349 0.436

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81

8.6 Em Column 8.75 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.386 0.576 0.769 0.961 5.5 0.393 0.586 0.783 0.978
6 0.354 0.528 0.705 0.881 6 0.360 0.538 0.718 0.897

6.5 0.326 0.488 0.651 0.814 6.5 0.332 0.496 0.662 0.828
7 0.303 0.453 0.604 0.755 7 0.308 0.461 0.615 0.769

7.5 0.283 0.423 0.564 0.705 7.5 0.288 0.430 0.574 0.717
8 0.265 0.396 0.529 0.661 8 0.270 0.403 0.538 0.673
9 0.236 0.352 0.470 0.588 9 0.240 0.358 0.478 0.598

10 0.212 0.317 0.423 0.529 10 0.216 0.323 0.431 0.538
12 0.177 0.264 0.353 0.441 12 0.180 0.269 0.359 0.448

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
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8.8 Em Column 8.9 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.395 0.590 0.787 0.984 5.5 0.399 0.597 0.796 0.995
6 0.362 0.541 0.722 0.902 6 0.366 0.547 0.730 0.912

6.5 0.334 0.499 0.666 0.832 6.5 0.338 0.505 0.674 0.842
7 0.310 0.463 0.619 0.773 7 0.314 0.469 0.626 0.782

7.5 0.289 0.433 0.577 0.721 7.5 0.293 0.437 0.584 0.730
8 0.271 0.406 0.541 0.676 8 0.274 0.410 0.547 0.684
9 0.241 0.360 0.481 0.601 9 0.244 0.365 0.487 0.608

10 0.217 0.324 0.433 0.541 10 0.220 0.328 0.438 0.547
12 0.181 0.270 0.361 0.451 12 0.183 0.273 0.365 0.456

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81

9 Em Column 9.3 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.404 0.603 0.805 1.006 5.5 0.417 0.623 0.832 1.040
6 0.370 0.553 0.738 0.922 6 0.382 0.571 0.763 0.953

6.5 0.342 0.510 0.681 0.851 6.5 0.353 0.527 0.704 0.880
7 0.317 0.474 0.633 0.791 7 0.328 0.490 0.654 0.817

7.5 0.296 0.442 0.590 0.738 7.5 0.306 0.457 0.610 0.762
8 0.278 0.415 0.554 0.692 8 0.287 0.429 0.572 0.715
9 0.247 0.369 0.492 0.615 9 0.255 0.381 0.508 0.635

10 0.222 0.332 0.443 0.553 10 0.229 0.343 0.458 0.572
12 0.185 0.276 0.369 0.461 12 0.191 0.286 0.381 0.477

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81

9.5 Em Column 9.6 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.426 0.637 0.850 1.062 5.5 0.431 0.643 0.859 1.073
6 0.391 0.584 0.779 0.974 6 0.395 0.590 0.787 0.984

6.5 0.361 0.539 0.719 0.899 6.5 0.364 0.544 0.727 0.908
7 0.335 0.500 0.668 0.834 7 0.338 0.506 0.675 0.843

7.5 0.313 0.467 0.623 0.779 7.5 0.316 0.472 0.630 0.787
8 0.293 0.438 0.584 0.730 8 0.296 0.442 0.590 0.738
9 0.260 0.389 0.519 0.649 9 0.263 0.393 0.525 0.656

10 0.234 0.350 0.467 0.584 10 0.237 0.354 0.472 0.590
12 0.195 0.292 0.390 0.487 12 0.197 0.295 0.394 0.492

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
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9.9 Em Column 10 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.444 0.664 0.886 1.107 5.5 0.449 0.670 0.895 1.118
6 0.407 0.608 0.812 1.015 6 0.411 0.614 0.820 1.025

6.5 0.376 0.561 0.749 0.937 6.5 0.380 0.567 0.757 0.946
7 0.349 0.521 0.696 0.870 7 0.352 0.527 0.703 0.878

7.5 0.326 0.487 0.649 0.812 7.5 0.329 0.492 0.656 0.820
8 0.305 0.456 0.609 0.761 8 0.308 0.461 0.615 0.769
9 0.271 0.406 0.541 0.676 9 0.274 0.410 0.547 0.683

10 0.244 0.365 0.487 0.609 10 0.247 0.369 0.492 0.615
12 0.204 0.304 0.406 0.507 12 0.206 0.307 0.410 0.512

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81

10.5 Em Column 11 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.471 0.704 0.939 1.174 5.5 0.493 0.737 0.984 1.230
6 0.432 0.645 0.861 1.076 6 0.452 0.676 0.902 1.127

6.5 0.399 0.595 0.795 0.993 6.5 0.418 0.624 0.833 1.041
7 0.370 0.553 0.738 0.922 7 0.388 0.579 0.773 0.966

7.5 0.345 0.516 0.689 0.861 7.5 0.362 0.541 0.722 0.902
8 0.324 0.484 0.646 0.807 8 0.339 0.507 0.677 0.845
9 0.288 0.430 0.574 0.717 9 0.302 0.451 0.601 0.752

10 0.259 0.387 0.517 0.646 10 0.271 0.406 0.541 0.676
12 0.216 0.323 0.431 0.538 12 0.226 0.338 0.451 0.564

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81

11.25 Em Column 11.5 Em Column

Number of Insertions Number of Insertions
Type Size 1 2 3 4 Type Size 1 2 3 4

5.5 0.505 0.754 1.006 1.258 5.5 0.516 0.771 1.029 1.286
6 0.463 0.691 0.923 1.153 6 0.473 0.707 0.943 1.179

6.5 0.427 0.638 0.852 1.064 6.5 0.437 0.652 0.870 1.088
7 0.397 0.592 0.791 0.988 7 0.405 0.606 0.808 1.010

7.5 0.370 0.553 0.738 0.922 7.5 0.378 0.565 0.754 0.943
8 0.347 0.518 0.692 0.865 8 0.355 0.530 0.707 0.884
9 0.308 0.461 0.615 0.769 9 0.315 0.471 0.629 0.786

10 0.278 0.415 0.554 0.692 10 0.284 0.424 0.566 0.707
12 0.231 0.346 0.461 0.576 12 0.236 0.353 0.472 0.589

Rate / Square 5.14 7.68 10.25 12.81 Rate / Square 5.14 7.68 10.25 12.81
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