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Today’s Topics

Year-End Duties

 Monthly & Annual Uploads

 Audit Preparation

 Cancellation of Warrants – Old Outstanding Checks

 Certification of Names & Addresses to County 
Treasurer

 Appropriations

 Encumbered Appropriations

 Dormant Fund Balances

 Internal Control Considerations

 Certified Report of Names, Addresses, Duties & 
Compensation of Public Employees (100-R)

 Annual Financial Report (AFR)

 Capital Assets



Monthly & Annual Uploads



Monthly 
Uploads

 Monthly uploads are due on the 15th of the second month 
following the  reporting month.  For example, January is due 
March 15th, July is due September 15th.

 If Monthly uploads are not performed, you will receive an 
email notifying you that the uploads a have not been 
completed.



Annual Uploads 
 Annual uploads are due at the same time as your Annual 
Financial Report (AFR), which is no later than 60 days after 
the close of the fiscal year.



Monthly & Annual Uploads – general information

 What are we asking for regarding some of these uploads?

 Please see the Monthly & Annual Upload User Guide located here: 
https://gateway.ifionline.org/userguides/engagementguide

 This will explain what we are asking for and provide additional information such as if you have 
manual or handwritten records then some reports are not required.

 What is the benefit of uploading this information? 

 Uploading this information can decrease audit costs. FE’s can obtain engagement 
documentation quickly without having to wait for the unit to provide it to them during an 
engagement.

 Employees won’t have to take their time during their workday to locate this information during 
an engagement.  Especially, when we will be asking for other information in addition to the 
information requested on these uploads.

 Is the information uploaded in this area safe?

 The information uploaded is only used for engagement purposes.  The IBRC will remove these 
uploads once engagements are complete.  This site is not a records storage site.



Audit Preparation



Audit Preparation

When we arrive to conduct an audit, oftentimes officials 
have to spend time gathering information, records and other 
documentation per our requests. Year-end is a good time to 
consider preparing some of those items in advance of our arrival 
so they can easily be produced when we arrive – saving time for 
you and the examiners.

Here are some items you can get ready at year-end that should help your 
engagement get off to a good start: 

 Board meeting minutes – these should be uploaded to Gateway 
Monthly.  However, it is good to have them ready for audit in case 
additional information is needed.

 Copies of resolutions or significant contracts from the year

 Bank reconcilements complete and bank information (statements etc.) –
these should be uploaded to Gateway monthly.  However, you will want 
these ready for your audit in case the FE needs to look at the actual 
copies from the bank.

 Claims in order with supporting documentation available

 Written policies and procedures (internal controls, accrued leave, 
travel, etc.)

 Financial reports filed with the State or Federal agencies

 Grant awards and agreements (federal and state)



Cancellation of Warrants –
Old Outstanding Checks



Cancellation of Warrants – Old Outstanding Checks

Indiana Code 5-11-10.5

 All checks outstanding and unpaid for a period of 2 years as of 
December 31 of each year shall be declared cancelled.

Example – On December 31, 2025

o Check #1234 was written on February 27, 2023, and has not cleared 
the bank and is on the outstanding check list.  At 12/31/25, it would be 
considered “void”.

o Check #9876 was written on November 2, 2024, and has not cleared 
the bank and is on the outstanding check list.  At 12/31/25, this check 
would not be considered “cancelled” and should remain on the 
outstanding check list.



Cancellation of Warrants (Continued)

 March 1 – fiscal officer prepares list of all outstanding checks for 2 
years or more

 Provide the list to the library board

 We recommend this is done at a public meeting

 They don’t have to approve this list, but it is for their information.

 Fiscal officer keeps a copy

 Receipt back in

 Stale checks are receipted back to your ledger into the fund(s) 
from which they were originally drawn and removed from the 
outstanding check list 

 If fund(s) can’t be determined – put in Operating fund



Certification of Names & 
Addresses to the County Treasurer



Name & 
Addresses to 

County 
Treasurer

IC 6-1.1-22-14

 Requires that on or before June 1 and December 1, you shall certify 
the names and addresses of each person who has money due the 
person to the County Treasurer “in which the political subdivision is 
located”.

 This would simply be your employees as they have money due 
to them for their salaries.

Questions related to the term “in which the political subdivision is 
located” come up each year.  Here are some thoughts on this:

 You only have to notify the County Treasurer of the county in which 
your library district or area is located

 If you serve two counties, you should provide both county auditors 
your list

 For example, if you are entirely in Madison County there is no 
need to send a list to the Hancock County Treasurer.  

 Can send to all 92 County Treasurers if you want, but we will 
only be concerned with your local county treasurer.

 County Treasurer shall search their records to ascertain if anyone on 
the list is delinquent in payment of property taxes



Name & 
Addresses to 

County 
Treasurer 

(Continued)

IC 6-1.1-22-15

 If the county treasurer finds that a person whose 
name is certified is delinquent in the payment of 
taxes, the treasurer shall certify the name of that 
person and the amount of delinquency to the official 
of the political subdivision who is to make payment to 
the person.

 The disbursing officer shall periodically make 
deductions from money due the person and shall pay 
the amount of these deductions to the county 
treasurer. (our emphasis).



Appropriations



Appropriations

Check for line items that are overspent or might be overspent 
by the end of the month. If this is your situation you could 
transfer appropriations.

There are three key items to note when it comes to 
transferring appropriations:

 Appropriations can be transferred without board approval 
(resolution) if the transfer is between line items of a specific 
budget classification within a fund.

 Example: personal services  Full time to Part time

 Transfer of appropriation is possible if it is from one major 
classification to another

 These would require board approval via resolution prior to 
the transfer taking place

 Example of major budget classification would include 
Personal Services and Capital Outlay

 No appropriation transfers between funds



Appropriations
(continued)

 What if a transfer isn’t an option?

 Need an additional appropriation:

 There still may be time

 https://gateway.ifionline.org/AdditionalApp
ropriations/SelectUnit.aspx

 Contact DLGF if you have questions

 https://www.in.gov/dlgf/files/maps/Field-
Rep-Map-Budget.pdf

 One thing to note is that you will want to follow 
those additional appropriation procedures which 
include the appropriate hearings, notification, etc.



Encumbrances



Encumbrances

Unpaid approved purchase orders & contracts

 Can be encumbered – or carried forward – to 2026

 Show as separate amount on 2026 appropriation ledger

 You’ll have the amount approved for a line item as one amount 

 Plus, the amount encumbered for that line item, 

 Will equal what you can spend in 2026



Encumbrances

By carrying out this procedure, the 2026 budget will not be 
expected to incur any expense not anticipated in preparing the 
budget.

We recommend making a list of encumbered appropriations
• Make the list a part of the minutes in the last business meeting of the 

year
• Not ‘required’ to be approved by the board, but wouldn’t hurt
• Last meeting of the year
• Have a copy ready if the DLGF requests it



Encumbrances
 The appropriations encumbered and carried forward 
can be used for no other purpose other than the purchase 
order or contract for which they were appropriated.



Dormant Funds



Dormant Funds

The end of the year is a great time to review your ledgers for funds with no 
activity and the purpose of the fund fulfilled.

 IC 36-1-8-5 gives the library board the 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, if the purpose of which has 
been fulfilled.  This action may be taken by a library board at any public 
meeting. (link: https://iga.in.gov/laws/2025/ic/titles/36#36-1-8-5 )

 If you decide to transfer to the Rainy-Day fund, please see IC 36-1-8-5.1 for 
more information regarding these types of transfers (link: 
https://iga.in.gov/laws/2025/ic/titles/36#36-1-8-5.1 )



Internal 
controls



Internal 
Controls

 Indiana Code 5-11-1-27(g)

 “After June 30, 2016, the legislative body of a political 
subdivision shall ensure that: 

 the internal control standards and procedures 
developed under subsection (e) are adopted by the 
political subdivision; and

 personnel receive training concerning the internal 
control standards and procedures adopted by the 
political subdivision.”



Internal 
Controls 
(continued)

 Indiana Code 5-11-1-27(c) defines “personnel”:

 “As used in this section, "personnel" means an officer 
or employee of a political subdivision whose official 
duties include receiving, processing, depositing, 
disbursing, or otherwise having access to funds that 
belong to the federal government, state government, a 
political subdivision, or another governmental entity.”



Internal 
Controls 
(continued)

 Things to remember:

 Board should adopt minimum standards - if they haven’t 
already

 Training for any new employees

 Certify on the AFR in Gateway correctly



Internal Controls (continued)

 Make sure you answer these questions 
correctly



Certified Report of Names, 
Addresses, Duties & Compensation 

of Public Employees (100-R)



100-R

Per IC 5-11-13, all libraries must file with the State Examiner 
on or before January 31st, Form 100-R, a Certified Report of 
Names, Addresses, Duties and Compensation of Public 
Employees. 

 Only the business address of each officer or employee 
listed is to be included on the form.

 Link: https://iga.in.gov/laws/2025/ic/titles/5#5-11-13

 The report will ask whether the library has a health plan, a 
pension, and other benefits to full-time and part-time 
employees.

 Also included as part of the 100-R is reporting of donated 
money used to fund salaries. Next to each individual reported 
there is a drop-down to either select “yes” for donated monies 
were used or “no” donated monies were not used.

 This report is filed electronically on the Gateway portal with 
the State Board of Accounts. 



Annual Financial Report 
(AFR)



AFR

Per IC 5-11-1-4, every municipality and local government is 
required to provide electronically and, in the manner, prescribed 
by the State Examiner, financial reports for the fiscal year not 
later than 60 days after the close of the fiscal year. (link: 
https://iga.in.gov/laws/2025/ic/titles/5#5-11-1-4 )

Completion and submission of the Gateway Annual Financial Report (AFR) will fulfill this 
requirement. As part of the submission process the on-line certification for non-school units' 
states, “I understand that if an audit is required due to the level of Federal funding expended 
by this entity, the data entered here will be used to generate a financial statement in 
accordance with the regulatory basis of accounting."

User Guide: https://gateway.ifionline.org/userguides/AFRguide



AFR 
(continued)



AFR – Changes 
to Unit 

Questions



AFR – Capital Assets 

Unit questions #6 and #7 relate to Capital Assets.

 #6 - Do you maintain records listing the types and values of 
assets owned by the unit? (Yes or No)

 #7 - What is your capital asset threshold?

 This should be noted in your capital asset policy.

 If you answer “No” to question #6 you are stating that you 
either have no assets or you are not in compliance with this 
requirement and you will still need to complete the AFR 
Capital Assets section of the AFR.



AFR – Capital Assets

 Capital Assets

 Capitalization Policy

 Threshold for all assets

 Estimated useful life

 Depreciation method



AFR – Capital Assets
Capitalization Policy

 Threshold for all assets

 Unique to each library – what works for you

 Ensure it is reasonable

 Estimated useful life

 Comes from experience

 Asset does not become unusable after useful life

 Depreciation method

 Straight line is most commonly used



AFR – Capital Assets
Capitalization Policy

GROUPING OF SIMILAR ITEMS:

 Libraries frequently acquire groups of smaller items

 Computers

 Desks/Tables

 Chairs

 Shelves

 These items fall under the capitalization threshold individually, 
but in the aggregate exceed the threshold.



AFR – Capital Assets
Capitalization Policy

So, how should you account for these similar small items?

This is a decision each library will have to make, but here are 
some considerations:

 Remember the use of the threshold really relates to materiality 
in that you are reporting only the material items for your 
financial reports and eliminating those considered immaterial

 Therefore, the question is whether or not the elimination 
of the entire group of items would be material to the 
financial statement.

 If you feel they are material, you will capitalize them and 
include them in your capital asset detail listing and 
report them on your AFR.

 If the entire group is NOT  material to the financial 
statements, then the capitalization is applied to the 
individual items and thus not reported in your capital 
asset detail listing or reported on your AFR.



Each Library will have to make some policy choices:

 Will the library establish a single capitalization threshold, or 
different capitalization threshold for different major classes of 
capital assets?

 What will be the capitalization threshold(s)?

 Will the capitalization threshold(s) be applied to individual 
items in a group of similar items or to the group of items in the 
aggregate?

 If you do not include these items in your capital asset detail 
listing, you can keep track of them in a separate inventory. 

AFR – Capital Assets
Capitalization Policy



AFR – Capital Assets  - Collections 

Libraries are not required to report collections of works of 
art, historical treasurers, and other similar items.  To qualify 
for this exemption, the collection would need to meet three 
criteria:

1. The purpose of the collection is display or research;

• This eliminates collections of items that will be 
exhausted through use (general library collections)

2. The collection is being adequately maintained; and

3. The proceeds from the sale of collection items must be 
applied to acquiring new items.



Library Materials are included in Books & Other on the AFR 
under Depreciable Assets

 Special Considerations for Library Materials

 Examples of Library Materials:

 Books

 DVDs

 Other circulating items owned by the library

 These are included on the capital asset ledger at historical cost 
(acquisition cost)

 Items with a useful life of less than one year would not be included

 Best Practice for Depreciation method

 Composite method – apply depreciation to groupings of assets 
that are essentially similar

 An average depreciation rate is calculated for the group as 
a whole

AFR – Capital Assets
Library Materials



AFR – Capital Assets

ENTERING YOUR CAPITAL ASSET INFORMATION IN THE AFR:
 The amounts entered should come from your capital assets ledger.
 Amounts reported should be the historical cost 

 If you do not have a category, such as Construction in Progress, 
place zeros in all the cells in the AFR.

 All cells must have an amount entered.  If a cell has the word 
“Required” and you leave it, you will not be able to submit your 
AFR.

 The AFR totals as of December 31st should agree to your capital 
assets ledger totals



AFR – Capital Assets Example
Required cells - example

Additions and Reductions - example

 Sold Building for  $200,000, but historical cost was $50,000

 Purchased equipment for $10,000



AFR – Capital 
Assets Example

Accumulated Depreciation - example

 Sold Building for $50,000

 Purchased equipment for $10,000

 Useful life: 5 years

 $10,000 / 5 years = $2,000 depreciation 
per year



AFR – Review Submission
Once you have entered your AFR information you will 
want to click on Review Submission at the bottom of the 
main menu under “System Functions”

 Submission Errors MUST be corrected in order to 
submit your AFR.



AFR – Review Submission

 AFRs with a Submission Warning can be submitted.  

 However, review these warnings as it could be an 
indicator or errors that might need corrected.
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