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COUNTY OFFICIALS 
 
 
Office Official Term 
 
Clerk-Treasurer Michael W. Griffin 01-01-08 to 12-31-11 
 
President of the 
 Town Council Bernie Zemen 01-01-08 to 12-31-08 
  Dan Vassar 01-01-09 to 12-31-09 
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CLERK-TREASURER 
TOWN OF HIGHLAND 

AUDIT RESULTS AND COMMENTS 
 
 

 
INTERNAL CONTROLS OVER CAPITAL ASSETS/CONSTRUCTION IN PROGRESS 
 

Deficiencies in internal controls over capital assets and construction in progress are as follows: 
 

1. Approval of purchases of capital assets or construction projects by the various boards or 
town council is not communicated to the capital asset clerk.  This could increase the 
potential for error that an approved asset or project may not be recognized or fully 
capitalized. 

 
2. Capital asset records are not reviewed by management to verify that the amounts 

capitalized or the estimated useful lives of assets comply with the Town's capital asset 
policy. 

 
3. Amounts recorded in the capital asset records do not include year-end payables.  

Although the Utility consultant does recognize assets related to the payable, the Town's 
procedures do not recognize these assets.  This could increase the potential for differ-
ences between the capital asset records and the Utility General Ledger. 

 
4. Amounts compiled by the capital asset clerk from financial records are not compared to 

amounts budgeted in the accounting system or to files maintained by the public works 
director.  This could increase the potential for errors in compilation.  Beginning construc-
tion in progress was restated by $92,600 for an amount previously capitalized in error.  
A comparison, as described above, would have detected this error. 

 
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.  (Accounting and Uniform Compliance Guidelines Manual for Cities and 
Towns, Chapter 7) 
 
 
APPROVAL OF PAYROLL CLAIMS 
 

In 2008, the payroll disbursements were not approved by the Town Council.  Only the transfers 
from the various funds to the Payroll Fund were approved. 

 
IC 5-11-10-2(a) states: 
 

"Claims against a political subdivision of the state must be approved by the officer or person 
receiving the goods or services, be audited for correctness and approved by the disbursing 
officer of the political subdivision, and, where applicable, be allowed by the governing body 
having jurisdiction over allowance of such claims before they are paid.  If the claim is against 
a governmental entity (as defined in section 1.6 of this chapter), the claim must be certified by 
the fiscal officer." 
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CLERK-TREASURER 
TOWN OF HIGHLAND 

AUDIT RESULTS AND COMMENTS 
(Continued) 

 
 
OVERTIME COMPENSATION 
 

Administrative police officers may be compensated for overtime with the approval of the Town 
Council.  A time record for the overtime is signed by a majority of the council members to document 
approval.  The record is not dated as to when the approval occurs.  The minutes of meetings of the Town 
Council do not document the decision of the council to approve the overtime.  We could not determine 
that the decision to approve the overtime occurred at a public meeting. 

 
IC 5-14-1.5-4 states in part: 

 
"(b) As the meeting progresses, the following memoranda shall be kept: 
 

(1) The date, time, and place of the meeting. 
 
(2) The members of the governing body recorded as either present or absent. 
 
(3) The general substance of all matters proposed, discussed, or decided. 
 
(4) A record of all votes take, by individual members if there is a roll call. 
 
(5) Any additional information required under IC 5-1.5-2-2.5 or IC 20-12-63-7." 

 
 
COMPENSATION AND BENEFITS 
 

Payroll testing noted errors in tracking and recording compensatory time.  In both the service 
records and time cards prepared by various Town departments, errors occurred in both the compensatory 
time earned and used by employees. 

 
The personnel policy does not adequately outline compensatory time procedures. 
 
All compensation and benefits paid to officials and employees must be included in the labor 

contract, salary ordinance, resolution, or salary schedule adopted by the governing body unless otherwise 
authorized by statute.  Compensation should be made in a manner that will facilitate compliance with 
state and federal reporting requirements.  (Accounting and Uniform Compliance Guidelines Manual for 
Cities and Towns, Chapter 7) 
 
 
ORDINANCES AND RESOLUTIONS – POLICE DEPARTMENT 
 

The Police Department purchased three vehicles for $61,308 and four computers for $14,600 in 
2008.  These purchases were made without Town Council authorization.  The Town's public purchasing 
code requires Council approval for purchases exceeding $10,000. 

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

cies it adopts.  (Accounting and Uniform Compliance Guidelines Manual for Cities and Towns, Chapter 7)  
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CLERK-TREASURER 
TOWN OF HIGHLAND 

AUDIT RESULTS AND COMMENTS 
(Continued) 

 
 
Town Code 31.19 states in part: 
 
"(A) The purchasing agents for the municipality shall act pursuant to the provisions of I.C. 5-
22, this enactment and any rules or policies of the purchasing agency not in conflict with the 
public purchase statute or ordinances of the municipality; 
 
(B) (1) Subject to the provisions of § 31.18, purchasing agents for the municipality are 
authorized to enter into agreements in support of the following types of purchases without 
additional approval of the purchasing agencies: 
 

(a) Leases or rental agreements which are one year or less in duration and which do 
not exceed $10,000 in value; 
 
(b) Contracts for supplies or services which are one year or less in duration and which 
do not exceed $10,000 in value." 

 
 
CONCESSION STAND – PARK DEPARTMENT 
 

1. Prices charged at the concession stand were not approved by the Park Board.  
 
2. Reconcilement of the order ticket forms to the sales inventory does not take place. 
 
3. Activity sales receipts do not match the total for the order ticket forms for the concession 

stands.  The activity sales receipts total is greater than the total of the order ticket forms.  
 
4. An inventory report was not kept for each day of activity. 

 
Governmental units should have internal controls in effect which 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 all forms of infor-
mation processing are necessary for proper internal control.  (Accounting and Uniform Compliance 
Guidelines Manual for Cities and Towns, Chapter 7) 

 
IC 5-15-6-3(f) concerning destruction of public records, states in part:  "Original records may be 

disposed of only with the approval of the commission according to guidelines established by the 
commission." 

 
Supporting documentation such as receipts, canceled checks, invoices, bills, contracts, and other 

public records must be available for audit to provide supporting information for the validity and account-
ability of monies disbursed.  Payments without supporting documentation may be the personal obligation 
of the responsible official or employee.  (Accounting and Uniform Compliance Guidelines Manual for 
Cities and Towns, Chapter 7) 
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CLERK-TREASURER 
TOWN OF HIGHLAND 
EXIT CONFERENCE 

 
 
 The contents of this report were discussed on October 8, 2009, with Michael W. Griffin, Clerk-
Treasurer; Kathleen Dowling, Deputy Clerk-Treasurer; and Dan Vassar, President of the Town Council.  
The official response has been made a part of this report and may be found on pages 8 through 18. 
 


























