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Gateway Access

•Gateway@sboa.in.gov 

•Submitter – Trustee
•Editor – Complete Delegation form 
•http://www.in.gov/sboa/files/DelegationForm.pdf



Gateway
https://gateway.ifionline.org/



Login Screen
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Certified Report of Names, Addresses, 
Duties and Compensation of Public 

Employees (Form 100R)

•Per IC 5-11-13
•Must be filed with the State Examiner.
•DLGF may not approve the budget of a unit until it 

is filed.
•Must be filed electronically via the State Gateway.
•Due January 31 each year.
•Must indicate whether the unit offers a health 

plan, a pension, and other benefits to full-time 
and part-time employees. 



100R Main Menu
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Contracting/Nepotism Policies

•Per IC 5-11-13-1.1
•Must indicate whether the unit has 
implemented a nepotism policy (IC 36-1-
20.2) and a contracting policy (IC 36-1-21).  
Do NOT send copies of these policies or the 
100R to SBOA.

•A PDF file of the nepotism and contracting 
policies must be uploaded to Gateway.



100R Data Entry
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Contractors vs. Employees

•IRS Publication 15
• https://www.irs.gov/pub/irs-pdf/p15.pdf 

•Trustee and Board members = employees
• Listed on Salary Resolution (Form 17c)
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Annual Financial Report (AFR)

•Per IC 5-11-1-4
•Must be filed with the State Examiner.
•DLGF may not approve the budget of a unit 
until it is filed.

•Must be filed electronically via the State 
Gateway.

•Due 60 days after the year end which will be 
March 1, 2019. 
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AFR



Financial Data By Fund
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Submission Errors and Warnings

•Submission Errors:
•May be a problem, but will not prevent 
submission.

•Submission Warning:
•Prevents submission, must be corrected.
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Attestation Statement

•Certifies that the data is accurate to 
the best of your knowledge and belief.

•No longer required!
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State Examiner Directive 2018-1

• https://www.in.gov/sboa/files/Directive%202018-1.pdf

• More efficient and less costly audits. 
• Proactively identify problems.
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Monthly and Annual Uploads

•Engagement Strategies
• Same group doing remote audits responsible for 

monitoring and requirements for uploads.

•EngagementStrategies@sboa.in.gov
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Dates of Submission

•Monthly – by the 15th of each month
•For the activity of 2 months ago (July 
information in September). 

•1st month required: July 2018
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Monthly Upload Requirements

1. Bank reconcilements 
2. Approved board minutes 
3. Funds ledger, summarizing total 

receipts, disbursements, and 
balances by fund 
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Annual Upload Requirements

• Year-end bank statement
• Year-end outstanding check list
• Year-end investment statements
• Detail of receipt activity – N/A for manual records
• Detail of disbursement activity – N/A for manual records
• Current year salary resolution
• Annual vendor history report – N/A for manual records
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Upload Resources

•Manual Records template
• https://www.in.gov/sboa/files/Manual%20Record%

20Template.xlsx 

•Website section “Gateway Upload 
Application”
• https://www.in.gov/sboa/4445.htm 
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Frequently Asked Questions

•Approved Minutes?
• Special Meetings?
• Meetings not held each month?

•Direct Requests?
•Only one file per upload?
•Repercussions if not compliant?
•Court information?
•Contracts? DLGF Portal “File Submission”
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Conflict of Interest

• IC 35-44.1-1-4
(b) A public servant who knowingly or intentionally:

(1) has a pecuniary interest in; or
(2) derives a profit from;

a contract or purchase connected with an action by the
governmental entity

• If in doubt?
• File!
• Consult Township Attorney
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Entity Annual Report (E-1)

•“Entity” IC 5-11-1-9
•Required audit if disbursement of public funds
• Threshold: $200,000 disbursed AND 50% of total 

disbursements from public funds.

•Reporting required in Gateway even if 
threshold not met = E-1 Report.
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Entity Annual Report (E-1) (Continued)

•Your responsibility:
•Any nongovernmental entity you provide 
money.
1. Provide our contact information: 

Email - notforprofit@sboa.in.gov
Website - https://www.in.gov/sboa/4886.htm 

2.  Inform them of the E-1 Reporting requirement
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Helpful Hints

• Click the Save All Work Button to save changes.
• For best results, use the most recent version of Internet 

Explorer, Chrome or Firefox. 
• Don’t forget to submit. Your form is not filed until you submit.
• Use the USER GUIDE! https://gateway.ifionline.org/help.aspx
• Make sure to scroll to the right to see all cells.
• Do not send SBOA a copy of the AFR or the proof of 

publication.
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Helpful Hints (Continued)

• Tab or click in a cell to go to the next cell in a row.
• Enter one row at a time. Press the Enter key when you are finished 

entering a row.
• Correct any errors on a row before starting the next row.
• Enter something in all cells marked “Required” or the row will not 

be saved.
• Avoid using double quotes in a cell.
• Do not enter a dollar sign or commas in the Total Compensation cell.
• You may sort rows within the grid by clicking on the heading.
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Questions?
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Gateway

https://gateway.ifionline.org/
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Website

https://www.in.gov/sboa/4445.htm
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