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Disclaimer

• This presentation and other Department of Local Government Finance 
materials are not a substitute for the law. The following is not legal advice, 
just an informative presentation. The Indiana Code always governs.
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Agenda

• Introduction of the DLGF
• Resources
• Department’s Role in Budget Process
• Gateway

• Local Official Side
• Public Side

• Common Mistakes
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Introduction of the DLGF
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Introduction of the DLGF

• Who Is the Department of Local Government Finance? 
• Executive Team
• Legal Division
• Assessment Division
• Communications Division
• Information Systems and Data Analysis Division
• Budget Division
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Introduction of the DLGF

• Budget Division is a Resource.
• Know your Budget Field Representative.

• Each unit has an assigned Budget Field Representative who works 
with them all year.

• Budget Calendar
• Gateway Assistance

• Budget forms
• General Budget Questions

• Various Estimates
• Examples: Revenues, Max Levy, Debt Payments and Operating 

Balances
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Introduction of the DLGF

• The Department is one of several state agencies schools interact with 
annually.
• State Board of Accounts

• https://www.in.gov/sboa/political-subdivisions/schools/
• Dept of Education

• https://www.in.gov/doe/
• Comptroller

• https://www.in.gov/comptroller/
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Introduction of the DLGF

• Department Field Representatives are not:
• Financial Advisors

• We can discuss hypotheticals and options, but not provide financial 
advice.

• Legal Consultants
• We cannot give legal advice.
• While the Department has a legal division, their purpose is to provide 

assistance in various essential Department matters. Schools will 
need to take many of the questions to local legal counsel.
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Resources
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Resources

• We are your #1 contact at the 
Department.

• We are here to answer questions.
• We can help explain changes in 

procedures.
• We can help you avoid common mistakes 

and, in some cases, help correct those 
mistakes.

• https://www.in.gov/dlgf/files/maps/Fiel
d-Rep-Map-Budget.pdf
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Resources – DLGF Website

• Lists all the current year Memos & 
Presentations listed by release date.

• Links to archived memos for past 3 years to 
give you an idea when memos are usually 
released.

• Currently, the memos released related to 
the budget include the Budget Calendar and 
Additional Appropriations memo.
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Resources – DLGF Website

• DLGF Webinars page:
• Circuit Breaker Overview
• Gateway Overview

• DLGF Presentations page: 
• School Form 4B Overview

• Signing up for Memos and Info from the Department:
• https://public.govdelivery.com/accounts/INDLGF/signup/39115
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Resources – DLGF Website

• County Specific Information is where you can 
find current or past Budget Orders.

• Actual Circuit Breaker amounts that will be 
released in April.

• July estimates.
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Resources – DLGF Website

• The Department will issue the following reports on the County Specific 
Information page. 

• Not all reports will apply to all unit types.
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Role of the DLGF Budget Division
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Role of Budget Division

• Homework assignment:
• Make sure you have been in contact 

with your Budget Field 
Representative and they have been 
given the most up to date contact 
info.
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Role of DLGF

• DLGF Budget Calendar: 
• Outlines important deadlines during the budgeting process.
• Can be found in the DLGF’s memo page or directly at:

• https://www.in.gov/dlgf/files/2024-memos/240207-Van-Dorp-
Memo-2024-Budget-Calendar.pdf
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Spring

                                                                                              

                                                                                                      Summer

Winter       

 
Fall 

Role of Budget Division

• The budget cycle is 
continuous. The 
Department is available all 
year to be of assistance 
when possible.
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Role of Budget Division

• Before you start the budgeting process in Gateway you need to ensure you 
have access and the proper permissions.

• If you don’t have a Gateway Account, please reach out to 
support@dlgf.in.gov. 

• If you have an account but do not have the proper permissions, please log 
into the LDA Application:  https://gatewaylda.ifionline.org.
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Role of Budget Division

• Budget Topics to contact your Field Representative about:
• Additional Appropriations.
• Due dates and timelines for the budget process.
• Appeals.
• Local Income Tax (LIT), Circuit Breaker, Protected Taxes Waiver.
• Difference between budgets and appropriations.
• Debt Management.
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Role of Budget Division (Continued)

• Budget Forms
• Purpose of individual forms.
• How to use them.
• How forms work together.
• Best practice for order of operations.
• How to reflect debt schedule on Debt Worksheet.
• Different methods of calculating Form 4B.
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Role of Budget Division

• By July 15 of each year, several estimates are posted on the DLGF Website:
• Maximum Levy.
• Non-Property Tax Miscellaneous Revenues.
• December Property Tax Settlement Estimate (Line 2 of Form 4B).
• Property Tax Cap Estimates (by August 1).
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Role of Budget Division

• Historical Information
• Prior year(s) 1782 Notice, if a copy is needed.
• Previous budgets.

• Steps taken, timeline, max levy/rates, certified budgets.
• Referendum information.
• Debt changes.
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DLGF Role in Budget Certification
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Budget Certification

• The Department is responsible for 3 main tasks when certifying the budget.
• Were the proper budget procedures followed? 
• Are the property taxes within their statutory maximum amounts?
• Are the submitted budgets fundable by the available revenue and cash?

25



Budget Certification– Procedural Review

• Were the proper procedures followed?
• The Department will confirm the advertisement, adoption, and 

submission dates.
• Was the Notice to Taxpayers submitted at least 10 days prior to the 

Public Hearing?
• Are the Public Hearing and Adoption Meetings at least 10 days apart?
• Were budgets adopted prior to the statutory deadline of November 1?
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Budget Certification – Max Levy Review

• Are the property taxes within their statutory maximum amounts?
• Does the adopted levy for the Operations Fund exceed the maximum 

levy?
• Does the operating balance on the Debt Fund exceed the statutory 

maximum?
• Is the rate for an Operating or Safety Referendum at or below the voter 

approved rate?
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Budget Certification – Fundability Review

• Are the submitted budgets fundable by the available revenue and cash? 
• This analysis is comprised of checking for a positive estimated cash 

balance (“Operating Balance”) for the ensuing year on Line 18 of Form 
4B.



Fundability vs Sustainability?

• Fundable:
• Positive ending cash 

balance
• Sustainable:

• Maintaining cash 
reserves

• The Department does not 
consider sustainability 
during its review.
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Gateway – Local Official
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Gateway – Local Official Introduction

• Gateway has evolved into a valuable collection of applications since it’s 
inception in 2011/2012.

• For Schools, the following Department applications will be used most often:
• Additional Appropriation Application
• Budget Application
• Debt Management
• File Transmission
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Gateway Public Site 

Gateway: https://gateway.ifionline.org/
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Gateway Login Page

Gateway: https://gateway.ifionline.org/
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Gateway Select Application

• The DLGF isn’t the only 
agency that uses Gateway

• If you have any questions 
or concerns applications 
listed under other 
agencies you will need to 
reach out to them for 
assistance.
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Gateway – User Guides

• There are user guides for each application available at all times.
• Some also have video links.

35



Gateway – DLGF Applications
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Gateway – Additional Appropriations

• Additional Appropriations are the approved method of amending the current 
year budget by increasing the authority to spend.

• Gateway Additional Appropriation Application opens early February.
• Certain steps must be followed before starting Gateway Additional 

Appropriation entry.
• Advertising, public hearing, and adoption.

• A yearly memo is released to assist with the detailed prerequisite steps.
• https://www.in.gov/dlgf/files/2024-memos/240126-Van-Dorp-

Memo-Additional-Appropriation-Submission-Procedures.pdf
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Gateway – Additional Appropriations

• Once the Additional Appropriation has 
been advertised and approved by the 
board you will need to enter the 
information into the Additional 
Appropriation Application.
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Gateway – Pre-Budget Worksheet

• Budget Forms Main Menu
• The Pre-Budget Worksheet is a survey that opens before the actual forms.

• Due by June 30 of each year.
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Gateway – Pre-Budget Worksheet

• This worksheet will gather information regarding:
• Proposed meeting dates.
• Anticipated appeals.
• Estimated payments for anticipated debt.

• These answers are used by the Department help calculate the July Estimates 
for Maximum Property Tax Levies, Property Tax Caps and Debt Levies.
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Gateway – Budget Forms

• From the Unit Main Menu, this link will allow you to access your budget 
forms.
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Gateway – Budget Forms

• Budget Application Forms

• Pictured is the default menu 
of all budget forms that need 
to be completed, but  “Budget 
Forms Flow Chart” can provide 
a better understanding of the 
relationships between the 
forms.
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Gateway – Budget Forms Flow Chart

Inputs

Outputs

Calculation

Current Year 
Financial 

Worksheet



Gateway- Current Year Financial 
Worksheet

Calculates lines of the Form 4B

Line 5 



Gateway- Current Year Financial Worksheet



Gateway–Debt Worksheet

• This form allows you to tell us when you make your debt payments for four 
different time periods.
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Gateway - Debt Worksheet

Please verify the timing of the payments prior to completing the Debt Worksheet.
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Gateway - Budget Form 1
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Broken down by fund 
and program account (If applicable)

Further broken down by expenditure category

Line 
items 



Gateway - Budget Form 2
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Further broken down by revenue category



Gateway – Budget Forms

• While all Budget Forms play an important roll, it is important to note 
the Form 4B is the heart of the budgeting process.

• Form 4B allows you to better comprehend the financial status of any 
fund.
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Gateway - Budget Form 4B: July to Dec

• Last six months of current year section:
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Expenses

Revenues

Beg. Cash Balance

Ending Cash Balance



Gateway - Budget Form 4B: Jan to Dec

• Budget year section:
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Expenses

Revenues

Ending Cash Balance



Gateway – Budget Form 3: Notice to Taxpayers

Notifies the taxpayers of the public hearing and adoption meetings.
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Contains DLGF 
estimates of: 
1) Tax caps
2) Max levy



Gateway - Form 3: Notice to Taxpayers

• Notifies taxpayers of proposed budget and property tax levy, by fund.
• Also displays: any appeals, current year levy, and the levy % change between 

the two years.
• Once submitted, the notice is available at: Budgetnotices.in.gov.
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Gateway - Budget Form 4



Gateway – Budget Forms

• Schools must upload the signed Form 4 and other necessary budget 
documents listed in the school checklist.
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Gateway – Budget Form 1782 Notice 
Recipients Form

• The “1782 Notice Recipients” form in Gateway collects the email addresses 
of everyone that will receive a copy of the 1782 Notice.

• These contacts rollover from the previous year, but units are encouraged to 
update the information as needed. Additionally, the Department 
recommends adding multiple recipients.
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Gateway – 1782 Notice Recipients Form

• The 1782 Notice contains the budgets, property tax levies, and rates 
that would be certified if no changes are made.

• It contains various budget forms that reflect any DLGF adjustments.
• After the Department reviews your budget, a “1782 Notice” is emailed 

to everyone listed on the 1782 Notice Recipients form. 
• There is a 10-calendar day timeframe to respond with any requested 

changes.
• All change requests need to be addressed in the initial request.
• 1782 Webinar: https://www.youtube.com/watch?v=BDv_tUgVBc8
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Gateway – Debt Management 

• Debt Management is the application where all debts must be entered and 
recorded per IC 5-1-18.
• Examples of debts to enter: Leases, Bonds, Lease Rentals, etc.,
• For a full listing, please refer to the annual memo that is released each 

year: https://www.in.gov/dlgf/files/2024-memos/240126-Jacoboski-
Memo-Gateway-Debt-Management.pdf
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Gateway – Debt Management

• The annual Debt Affirmation is 
due by February 28 each year.
• ‘Checkpoint’ to review existing 

debts. 
• A time to see if any existing 

debts can be retired.
• New debt can still be taken 

out.
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Gateway – File Transmission

• This is an area where certain files need to be uploaded for publication and 
compliance with various types of reporting.
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Gateway – File Transmission

• Proposed Bus Replacement and Capital Projects plans must be uploaded at 
least 10 days prior to their public hearing.
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Gateway – Public Side
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Gateway – Public Side

• The public side of Gateway makes various submitted reports available for 
public review instantly.

• Units can also use throughout the year for their own budget process.
• Assessed Values.
• County Abstract Figures.
• View information for similar units.
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Gateway – Public Side

• Public Side of Gateway: https://gateway.ifionline.org/report_builder/
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Gateway – Public Side

• Units and the public in general can also download statewide data.
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Gateway – Public Site

• Units and the public can also link to other helpful sites.
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Common Mistakes
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Common Mistakes

• Common Mistakes can unravel an otherwise well thought out budget. 

• Common Mistakes are varied, but many can be tied to:
• Communication.
• Missing Documents.
• Form 9s.
• School Checklist.
• Timing of Meetings.
• Incomplete documentation.
• Form Errors.
• 1782 Notice related.
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Common Mistakes - Communication

• Lack of communication with the assigned Field Rep could lead to errors.
• FR can assist with:

• Reviewing Forms.
• Reviewing the school budget calendar for adoption.
• Explaining the error messages that can show up on Gateway. 
• Form issues that may not present an obvious source.
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Common Mistakes – Missing Documents

• Missing Documents.
• Resolutions.

• Transfer.
• Reduction.

• New Debt Documentation.
• Including TAW information and Temp Loans.

• Capital Projects & Bus Replacement Plans.
• Lease Affidavits.



Common Mistakes – Form 9s

• Not sending Form 9s for the first 6 months of the current year to your Field 
Rep may cause delay in the review of your school’s budget.

• Field Reps rely on Form 9s to verify:
• Cash Balances and Disbursements.
• Spring Distributions of Property Taxes, Excise, CVET, and FIT have been 

deposited correctly.
• Transfers for Waiver from Protected Taxes.



Common Mistakes – School Checklist

https://www.in.gov/dlgf/files/2023-memos/230718-Van-Dorp-Memo-2024-Budget-School-Information-for-Review-Purposes.pdf 73
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Common Mistakes - School Checklist

• Using the School Checklist will mitigate many common mistakes listed above
• Lists the documents the Department needs.
• Provides areas to make notes or check off requirements to keep 

organized.
• Lists where some documents need to be uploaded.

• Capital Projects and Bus Replacement Plans.
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Common Mistakes - Timing

• Timing of Meetings
• 10 days between submission of Form 3 online and the Public Hearing.
• 10 days between Public Hearing identified on the Form 3 and the 

adoption meeting.
• Finishing the process by November 1.
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Common Mistakes – Incomplete Forms

• Missing signatures on:
• Form 4 
• Resolutions 
• Meeting minutes (if required)

• Missing votes
• Board members sometimes forget to indicate their vote.
• May require minutes.

• Missing Budget Components
• Omitting Levy, Budget, Rate completely.
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Common Mistakes – Form Errors

• Encumbrances wrong or omitted on the CYFW.
• Not including Education to Operation Transfers in proper areas.
• Including Education to Operation transfers in the June 30 expense total on 

the CYFW.
• Not including Property Tax Cap Estimates on the Form 4B.
• Not specifying amounts on transfers to Rainy Day.
• Not populating the adopted column on the Form 4B before printing the Form 

4.
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Common Mistakes - Other

• If filing for an appeal, make sure appears on the Form 3 in both the “Excess 
Levy” column and is also included as part of the advertised levy as well.

• Changing information on one form and not making sure it pulls through to 
the other forms.

• Not advertising or adopting sufficient levies to cover anticipated budget.
• For debt funds, not having sufficient levies to cover debt obligations.
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Common Mistakes - Other

• Using an AV base that is not consistent with your intentions for levy and/or 
rate.

• Not reviewing the 1782 Notice Recipients Form in Gateway.
• Not having current contacts may delay response.

• Not reviewing the 1782 Notice upon receiving it.
• Waiting too long may limit a detailed review.

• Not responding to the 1782 Notice within the 10-calendar day window.
• By statute, responding past the 10-day window creates issues in 

instituting any changes.
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Question and Answer Session
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Contact the Department

• Website: www.in.gov/dlgf
• “Contact Us”: https://www.in.gov/dlgf/contact-us/

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

• Gateway Support: Support@dlgf.in.gov

• Telephone: (317) 232-3777
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