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Accounting Overview 
for County Clerks
Newly Elected Officer Training

December 2024

Agenda

• Who is SBOA?

• Overview and Resources

• Accounting and Reporting

• Gateway
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Who are we?

IC 5-11-1

• State Board of Accounts was established in 

by legislation in 1909

• The current legislation is found in IC 5-11-1

• Sets out the Board’s authority and 

responsibilities. 
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Accounting and Uniform 
Guidelines

Website: www.in.gov/sboa

• Manuals
• Bulletins
• State Examiner 

Directives
• Resource Library

Audit Agency

• IC 5-11-1-4 – AFR filed with SBOA
• IC 5-11-1-9 – Financial Examinations 
Audit Reports on Financial Statements
Supplemental Reports on Compliance
Audit Reports on disbursements from 

Federal Assistance
Special Investigations
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Overview and 
Resources

County Clerk 

• Office was created by Indiana Constitution

• Indiana Code 33-32 Circuit Court Clerks

• Required to take an oath of office (IC 5-4-1-1)

• Required to have an official bond (IC 5-4-1-18)
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Duties
• Ministerial officer for courts

• Custodian of court records

• Accepts filings

• Issues Processes

• Enters Judgements and orders

• Record of wills and matters of trust in probate

• Collects court costs and fees

• Secretary for County Election Boards

Collection by the Clerk of 
the Court

• Court costs
• Fees

• Fines, Restitutions and Judgements

• Bonds
• Child Support (cash)

• Licenses

• Probation fees
• Asset forfeitures
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Responsibilities of Clerk
• Semi-annually remit certain court costs and fees to 

Auditor of the State
• Monthly remit other court costs and fees to County 

Auditor

• Maintain Child support records

• Maintain Clerk’s Trust Fund
• Monthly Financial Report to the County Auditor

• Reconcile Financial Records to the Bank

Resources
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Government Technical Assistance 
and Compliance Directors for 
Counties

• Ricci Hofherr and Staci Byrns

• Call us at (317) 232-2512

• Email us at counties@sboa.in.gov

SBOA Website
• www.in.gov/sboa
• Audit Reports
• On our home page navigate to Counties page by 

clicking on the link under “Entities we Examine” on left 
side of home page

• On Counties page, navigate to County Clerk page by 
clicking on the link under County Offices

• Top of the page on both Counties page and Auditor 
page is our contact information 
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Filing Fees by Case Type

• Available here:  
https://www.in.gov/sboa/files/2024-Court-Costs-
and-Fees-by-Case-Type_v2.pdf

• Reference tool – does not replace statute

• Update when legislation changes fees

Distribution of Court 
Costs & Fees

• Available Here:  
https://www.in.gov/sboa/files/2024-Clerk-Fee-
Distribution.pdf

• Use with Filing Fees Document for distribution

• Software will assist with distribution. 
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Gateway Website
• Gateway.ifonline.org
• Public Website
State Board of Accounts

- Annual Financial Reports
- 100R
- Monthly Uploads – We will have training on this in 
January

Department of Local Government Finance
- Budgets
- Property tax information
- Abstracts

Indiana General Assembly
• Location iga.in.gov
• Laws
 Indiana Code
 Structure: Title-Article-Chapter-Section

- Example IC 33-32-2-4 Clerk’s Office

• Legislation
New legislation proposed in Bills

- Senate and House bills in numerical order with topic

17

18



12/5/2024

10

Other Resources
• Association of Indiana Counties (AIC)

• Website: www.indianacounties.org

• Association of Clerks of the Circuit Courts of Indiana
• Affiliates: https://acccind.org/
• Kay Kilgore, Posey County Clerk
• (812) 838-1306; kay.kilgore@poseycountyin.gov  

Accounting and 
Reporting
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Fees

Types of Payments Received
• IC 36-1-8-11(c)

(1) Cash.
(2) Check.
(3) Bank draft.
(4) Money order.
(5) Bank card or credit card.
(6) Electronic funds transfer.
(7) Any other financial instrument authorized by the fiscal body.

• IC 36-1-8-11(d)
If there is a charge to the political subdivision or municipally owned utility for 

the use of a financial instrument, the political subdivision or municipally owned utility 
may collect a sum equal to the amount of the charge from the person who uses the 
financial instrument.
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Collecting Payments
• Receipts are to be issued and recorded at the time of the 

transaction
• Collections are received in the mail and from individuals
• Receipts should be issued for ALL collections
• An approved OR a prescribed receipt is to be used
• Proper internal controls should be in place for handling 

collections
• Employees handling collections should be properly bonded.  

(collect over $5,000)

Making Deposits
• IC 5-13-6-1
 Requires daily deposits for amounts over $500
 This statute also addresses the designated 

depository. The Indiana Board for Depositories' 
website contains the most recent listing of 
approved depositories. The list can be 
accessed at www.in.gov/tos/deposit/
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Report of Collections

• Used to transfer 
custody when 
remitting fees 
monthly to the 
County Treasurer

Receipting Process
1. Take the Report of Collections to the Auditor

− Auditor prepares an Application to Pay that shows 
the date, funds credited, amount, & source 

2. Take the Application to Pay along with the 
check to the Treasurers office.
− Treasurer counts money and issues a Receipt

3. Take the Receipt to the Auditors office
− Auditor will issue a Quietus
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Receipting Process continued…
• The auditor has information to post the funds ledger and 

proof that the money is in the custody of the Treasurer.

• The Treasurer has the information needed to post their copy 
of the funds ledger based on the amount of the quietus.

• The person paying has information on the amount posted to 
the funds ledger and a receipt to show the transfer of the 
funds to the Treasurer.

Fund Accounting
• A fund is defined as a separate accounting entity, 

established from various sources, that is self balancing 
reporting the current cash balance as well as receipts 
and disbursements for the calendar year.

• All funds require appropriation before disbursements 
can be made, unless there is specific statutory authority 
to spend without appropriation. 
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Clerks Record of Perpetuation 
Fund
IC 33-37-5-2Clerk's record perpetuation fund

Sec. 2. (a) Each clerk shall establish a clerk's record perpetuation fund. The clerk shall deposit 
all the following in the fund:

(1) Revenue received by the clerk for transmitting documents by facsimile machine to a person 
under IC 5-14-3.

(2) Document storage fees required under section 20 of this chapter.
(3) The late payment fees imposed under section 22 of this chapter that are authorized for 
deposit in the clerk's record perpetuation fund under IC 33-37-7-2.
(4) The fees required under IC 29-1-7-3.1 for deposit of a will.
(5) Fees for preparing a transcript or copy of any record under section 1 of this chapter.
(b) The clerk may use any money in the fund for the following purposes:
(1) The preservation of records.
(2) The improvement of record keeping systems and equipment.
(3) Case management system.

Claims
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Claims Continued…

• Where do you get County Form 17 (Claim Form)?

−The County Auditor acquires the form from the 
local print vendor.

Claims Continued…
• What is the Auditor looking for when auditing the claim?

1.Claim must be itemized and supported
2.Prices charged are in accordance with contracts awarded, 

where applicable
3.Quantity and unit price added to agree to total on invoice
4.Claim must be approved by officer receiving the goods or 

services
5.Sufficient funds and appropriations are available
6.Claim has not been previously paid
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Claims Continued…

• Additional Information needed:
 Fund Number
 Account Number
 Any applicable determination made

Claims Continued…

• Just a reminder that timeliness in very 
important when submitting claims
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Reconciling

• Indiana Code 5-13-6-1(e) states: 
“ All local investment officers shall reconcile at 
least monthly the balance of public funds, as 
disclosed by the records of local officers, with 
the balance statements provided by the 
respective depositories.”

Annual Financial Report (AFR)

• IC 5-11-1-4(a): “The state examiner shall require from every 
audited entity financial reports covering the full period of each 
fiscal year. These reports shall be prepared, verified, and filed 
with the state examiner not later than sixty (60) days after the 
close of each fiscal year. The reports must be in the form and 
content prescribed by the state examiner and filed electronically 
in the manner prescribed under IC 5-14-3-8.7” 
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Funds Ledger – County Auditor
• The Funds ledger has all of the funds of the county 
• General Fund 
• Special Revenue Funds 
• Remittance Funds 
• However, if there are funds maintained outside of the 

treasury, those funds must be added to the annual financial report for 
the report to be complete.  

• Treasurer 
• Clerk  
• Sheriff 

AFR
• Auditor uploads onto Gateway the Counties Funds Ledger 
• Beginning Balance, Receipts, Disbursements and Ending 

Balance 
• Auditor will manually add the funds for the supplemental funds 
• Beginning Balance, Receipts, Disbursements and Ending 

Balances 
• The Supplemental Annual Financial Report is the responsibility 

of the official that completes and certifies the form 
• The information on the Supplemental Annual Financial Report 

should tie to the financial records of the office 
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Template for Supplemental AFR

• www.in.gov/sboa 
• Navigate to Counties page under “Entities We Examine” 

• Scroll down to the section “Gateway” 

• Expand the menu for Annual Financial Report 
• Click on link for Supplemental Annual Report 

Example
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Beginning Balances
• Look for files in your office for 2023 AFR; OR 

• Look at the Prior AFR on Gateway

https://gateway.ifionline.org/default.aspx

• Choose Annual Financial Report  

• Cash and Investment Report for your county 

• Supplemental funds are usually at the very beginning of the report.  

• Look for Clerk's Trust and possible ISETS/Child Support 

• Look at the ending balances and compare to your beginning balance 

Prior Year AFR
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Reporting Receipts and 
Disbursements

• This information comes from your financial records 
• Your software probably has a report you can run to 

obtain this information.  

• Cash Book and Daily Cash Balance Report 

• Do not use the bank statements to prepare the 
Supplemental AFR. 

• The ending balance should reconcile to your December 
bank statement.  

Review and Approval
• Review your report for accuracy 
• Trace beginning balance to prior report 
• Trace receipts and disbursements to financial report 

or ledger 
• Trace ending balance to bank reconcilement for 

December 
• Document your review and approval of the report and 

retain that copy for your records.  
• Send a copy to your County Auditor  
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Issues with the Supplemental 
Report

• Ending balance from the prior report is not correct.  
• Complete the supplemental report for 2023 with the correct 

balance document the reason the beginning balance does not tie to 
prior report 

• Funds are not correct on the prior report 
• Complete the supplemental report for 2023 with the correct funds 

and balances.  
• Check prior audit report to see if corrections were made to funds 
• Ledger is not reconciled to bank and investment statements 
• Complete reconcilement as accurately as possible, contact Ricci or 

Lori for advice on Supplemental AFR.  

Gateway
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Getting Started
• Access:
 Email Gateway@sboa.in.gov

– Name
– Position Elected & Unit Name
– 1st Day of Term
– Outgoing Officials Name
– Outgoing Officials Email (If known)
– Outgoing Officials last Day of Term

Login
• https://gateway.ifionline.org/default.aspx
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Monthly & Annual Engagement 
Uploads Application

Uploading
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Required Uploads

• User Guide: https://gateway.ifionline.org/userguides/engagementguide

Monthly:
• Monthly Bank Reconcilement
• Monthly Bank Statement
• Outstanding Check List
• Cash Balance Report

– Form 46 (Clerk’s Cash Book 
and Daily Balance Record)

Annually:
• County Court Trust Fund 

Subsidiary Detail

Due Dates
• Monthly

 January monthly files – March 15th

 February monthly files – April 15th

 March monthly files – May 15th

 April monthly files – June 15th

 May monthly files – July 15th

 June monthly files – August 15th

 July monthly files – September 15th

 August monthly files – October 15th

 September monthly files – November 15th

 October monthly files – December 15th

 November monthly files – January 15th

 December monthly files – February 15th

• Annual
 March 1st
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PAUL D. JOYCE, CPA 
STATE  EXAMINER

Indiana’s State Examiner and 
the agency head for the State 
Board of Accounts, Paul Joyce 
coordinates and manages the 

post-audits and examinations of 
over 4,000 state and local 

governmental entities in Indiana.

Contact Us:

Government Technical Assistance & Compliance 
Directors for Counties

Ricci Hofherr, CPA
Staci Byrns, CFE

(317) 232-2512

Counties@sboa.in.gov

53

54


