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Indiana State Board of Accounts 2018

Fall District Meeting
Indiana League of Municipal Clerks & Treasurers 

October 2018

Indiana State Board of Accounts 2018

End of Year Duties

ÅAnnual Financial Report -Gateway

ÅForm 100-R -Gateway

ÅAnnual Uploads ðGateway

ÅAppropriation Transfers

ÅEncumbered Appropriations

ÅCancellation of Warrants

ÅNames & Addresses to County Treasurer

ÅLocal Road & Street Annual Operational Report
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Indiana State Board of Accounts 2018

Annual Financial Report ςGateway

ÅRequired by IC 5-11-1-4

ÅDue 60 days after end of year
* March 1, 2019 *

ÅNo Major Changes to the 

Reporting / Gateway

Indiana State Board of Accounts 2018

Annual Financial Report ςMiscellaneous

Capital Assets
ÅReport asset amounts as of December 31st

ÅMake sure your Capital Asset Register is updated through year end
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Indiana State Board of Accounts 2018

Annual Financial Report ςMiscellaneous

Debt Schedule
Å Report debt amounts as of December 31st

ü Debt Classification (revenue bonds, general obligations, etc.)
ü Description of Debt
ü Ending Principal Balance @ 12/31/18
ü Principal and Interest Due in 2019

Indiana State Board of Accounts 2018

Annual Financial Report ςMiscellaneous

Accounts Payable/Receivable
Å Report Accounts Payable at December 31
Å Report Accounts Receivable at December 31
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Indiana State Board of Accounts 2018

Annual Financial Report ςMiscellaneous

Financial Assistance to Non Governmental Entities
Å!ƴǎǿŜǊ άȅŜǎέ ƻƴ ¦ƴƛǘ vǳŜǎǘƛƻƴǎ
Å Enter information of financial assistance given to non governmental 

entities
V Volunteer Fire Departments

V YMCA

V Youth Leagues

V Senior Citizen Center

Indiana State Board of Accounts 2018
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Indiana State Board of Accounts 2018

Annual Financial Report ςMiscellaneous

Items to Include in AFR:
Å SRF / Bank of New York transactions

V These are financial transactions of your city/town

V Should be reported on your ledgers

V Consequently reported on the AFR

Indiana State Board of Accounts 2018

Annual Financial Report ςMiscellaneous

Items Not to Include in AFR:

ÅRedevelopment Authorities
ü Separate entity per IC 36-7-14.5-7
ü Subject to SBOA audit [IC 36-7-14.5-7(c)(1)]
ü Should be reported separately, not on city/town AFR

ü Accounting & Financial Reporting Regulation Manual ςPart III
άbƻ ŦǳƴŘǎ ŦǊƻƳ ƻǳǘǎƛŘŜ ƻǊƎŀƴƛȊŀǘƛƻƴǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ Ŝƴǘƛǘȅ 
ǎƘŀƭƭ ōŜ ƛƴŎƭǳŘŜŘΦέ

ü Not to be confused with Redevelopment Commissions ςwhich are a 
department of a city/town.
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Indiana State Board of Accounts 2018

Annual Financial Report ςMiscellaneous

Items Not to Include in AFR:

ÅRedevelopment Authorities(continued)

Å If you have a RDA, please provide the following information:

V RDA Legal Name
V Street Address, City, and Zip
V County Name
V Contact Person
V Phone & Email for Contact Person
V Copy of Ordinance Creating the RDA

Indiana State Board of Accounts 2018

Form 100-R ςCertified Report of Names, Duties, 
& Compensation

ÅRequired by IC 5-11-13-1

ÅDue during the month of 

January for the preceding year
* January 31, 2019 *

ÅNo Changes to the Reporting
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Indiana State Board of Accounts 2018

Annual Uploads in Gateway

Bank Statement

ÅDecember 2018 statement
ÅFor each bank account you have
ÅDoes not require images of checks
ÅNo reconcilement here ςit will be with the 

monthly uploads

Indiana State Board of Accounts 2018

Annual Uploads in Gateway

Outstanding Checklist

ÅDetailed list
ÅChecks written but not cleared bank
ÅTotal should agree to amount on the 

reconcilement
ÅInclude 
V check date
V check number
V check amount 
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Indiana State Board of Accounts 2018

Annual Uploads in Gateway

Investment Statement

ÅSimilar to checking account statement
ÅDecember 2018 account statement
ÅFor all investment accounts

Indiana State Board of Accounts 2018

Annual Uploads in Gateway

Detail of Receipt Activity

ÅDoes not apply if hand-posted records
ÅListing of all receipts issued and posted 

during the year
Åaƻǎǘ ǎȅǎǘŜƳǎ ƘŀǾŜ ŀ άƘƛǎǘƻǊȅέ ŦǳƴŎǘƛƻƴ 

that should provide this information
ÅMay need to contact your vendor
ÅInclude receipt numbers
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Indiana State Board of Accounts 2018

Annual Uploads in Gateway

Detail of Disbursement Activity

ÅDoes not apply if hand-posted records
ÅListing of all non-payroll disbursements 

issued and posted during the year
Åaƻǎǘ ǎȅǎǘŜƳǎ ƘŀǾŜ ŀ άƘƛǎǘƻǊȅέ ŦǳƴŎǘƛƻƴ 

that should provide this information
ÅMay need to contact your vendor
ÅInclude check numbers & vendor names

Indiana State Board of Accounts 2018

Annual Uploads in Gateway

Employee Earnings Record

ÅDoes not apply if hand-posted records
ÅListing of all payroll checks issued by 

employee
Åaƻǎǘ ǎȅǎǘŜƳǎ ƘŀǾŜ ŀ άƘƛǎǘƻǊȅέ ŦǳƴŎǘƛƻƴ 

that should provide this information
ÅMay need to contact your vendor
ÅInclude check numbers & employee names
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Indiana State Board of Accounts 2018

Annual Uploads in Gateway

Current Year Salary Ordinance

ÅScan & upload 2018 salary ordinance(s) in 
effect at end of year
ÅUsed to do this in Risk Assessment; no 

longer required there

Indiana State Board of Accounts 2018

Annual Uploads in Gateway

Vendor History Report

ÅDoes not apply if hand-posted records
ÅDetailed listing of all vendors to whom 

checks were issued during the year
ÅShould show a total by vendor
Åaƻǎǘ ǎȅǎǘŜƳǎ ƘŀǾŜ ŀ άƘƛǎǘƻǊȅέ ŦǳƴŎǘƛƻƴ 

that should provide this information
ÅMay need to contact your vendor
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Indiana State Board of Accounts 2018

Appropriation Transfers

Indiana Code 6-1.1-18-6:  Transfers of appropriations

Transfers from one major budget classification to another within a
departmentor officeif:

Á It is determined that the transfer is necessary; 
Á The transfer does not require the expenditure of more money than the total 

amount set out in the budget; 
Á The transfer is made at a regular public meeting and by proper ordinance or

resolution.
Á Such a transfer can be made without notice and without approval of DLGF

Indiana State Board of Accounts 2018

Encumbrances

Encumbered Appropriations:

Thoseitems under purchaseorder or contract
are to be addedfor eachappropriationaccount
and the total carried to the new 2017
correspondingaccount.

The actual unpaid amount of the purchaseorders or contracts should be
totaled andshownasa separateamounton the appropriationledgerfor 2017
(with proper explanation)and addedto the 2017appropriationfor the same
purpose.
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Indiana State Board of Accounts 2018

Encumbrances

Encumbered Appropriations:

Bycarryingout this procedure,the 2019budgetwill
not be excepted to stand any expense not
anticipatedin makingthe budget.

We recommend:
Å the proper city/town officials make a listing of these

encumbereditems
Å make it a part of their minutes in their last business

meetingof the year

Indiana State Board of Accounts 2018

Encumbrances

The appropriations encumbered 

and carried forward can be used 

for no other purposeother than 

the purchase order or contract 

for which they were 

appropriated.
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Indiana State Board of Accounts 2018

Cancellation of Warrants

Indiana Code 5-11-10.5:  Cancellation of Warrants

Old Outstanding Checks
Å All checksoutstandingandunpaidfor a period 2 yearsasof December

31of eachyearshallbedeclaredcancelled.

Example ςAt December 31, 2018;

o Check#1234waswritten on February27, 2016andhasnot clearedthe bankand
ison the outstandingchecklist. At 12/31/18, it wouldbeconsideredάŎŀƴŎŜƭƭŜŘέ.

o Check#9876waswritten on November2, 2017andhasnot clearedthe bankand
is on the outstandingchecklist. At 12/31/18, this checkwould not be considered
άŎŀƴŎŜƭƭŜŘέandshouldremainon the outstandingchecklist.

Indiana State Board of Accounts 2018

Cancellation of Warrants

Indiana Code 5-11-10.5:  Cancellation of Warrants

Å March 1 ςfiscal officer prepares list of all 
outstanding checks for 2 years or more

Å File list of checks with Council
Å Fiscal officer keeps a copy

άhƭŘέ όƻǊ ǎǘŀƭŜύ checks are receipted back to your ledger 
into the fund(s) from which they were originally drawn and removed 
from the outstanding check listΦ  LŦ ŦǳƴŘόǎύ ŎŀƴΩǘ ōŜ ŘŜǘŜǊƳƛƴŜŘ ςput in 
General fund.
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Indiana State Board of Accounts 2018

Names & Addresses to County Treasurer

Å June1 & December1
Å Disbursingofficershallcertify

V name
V address

of eachpersonwho hasmoneydueto them from
the city/town.

Å County Treasurershall search their records to
ascertainif anyone on the list is delinquent in
paymentof property taxes. [IC6-1.1-22-14]

Indiana State Board of Accounts 2018

Names & Addresses to County Treasurer

IC6-1.1-22-15ð

If the countytreasurerfinds that a personwhosenameis certified to him
is delinquentin the paymentof taxes,the treasurershallcertify the name
of that person and the amount of delinquencyto the official of the
politicalsubdivisionwho is to makepaymentto the person.

Thedisbursingofficer shallperiodicallymakedeductionsfrom moneydue
the personand shall pay the amount of these deductionsto the county
treasurer. (our emphasis).
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Indiana State Board of Accounts 2018

Local Road & Street Annual Operational Report

IndianaCode8-17-4.1
ÅRequiresan operational report to be preparedby all cities and towns

having a population of 15,000 or more with road and street
responsibilities.
ÅThe report shall list all receipts and disbursementsrelated to the
ƳǳƴƛŎƛǇŀƭƛǘȅΩǎroad and street systemmade from any of the municipal
funds.

Indiana State Board of Accounts 2018

Local Road & Street Annual Operational Report

IndianaCode8-17-4.1

ÅDueJune1st

ÅStartingin 2019, will be uploadedto LTAP
AssetManagementDatabase

ÅLTAP,INDOT,andSBOAwill haveaccess
ÅLook for statutory changes on filing

requirements
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Indiana State Board of Accounts 2018

Local Road & Street Annual Operational Report

Indiana State Board of Accounts 2018

Local Road & Street Annual Operational Report
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Indiana State Board of Accounts 2018

MVH ς50% Restrictions

Indiana Code 8-14-1-5(c):

ñForfunds distributed to a city or town from the motor
vehicle highway account, the city or town shall use at least
fifty percent (50%) of the money for the construction,
reconstruction, and preservation of the city's or town's
highways.ò

Indiana State Board of Accounts 2018

MVH ς50% Restrictions

Canôt include

Å Snow plowing expenses
Å Salt, etc.

In your 50% calculation
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Indiana State Board of Accounts 2018

MVH ς50% Restrictions
Permissible Preservation Activities

ÅCrack sealing

ÅPavement Patching

ÅChip Seals

ÅBridge deck patching

ÅThin overlays

ÅMicrosurfacing

ÅGrinding

ÅGrading Unpaved Sections

ÅRaised Pavement Markers

ÅCulvers and Pipes

ÅWork on Right-of-Way (ROW)

Indiana State Board of Accounts 2018

MVH ς50% Restrictions
Not Permissible as Preservation Activities

ÅWinter Operations

ÅPothole Filing

ÅGraffiti Removal

ÅRepairs -Accidents

ÅThin overlays

ÅStorm Clean-up

ÅRemoval of Animals

ÅGrass Cutting

ÅTree Trimming

ÅStreet Cleaning


