2024 |ITA Conference

Tanner Huber, CPA
Jonathan Wineinger

Government Technical Assistance and Compliance (GTAC) Directors
Indiana State Board of Accounts



Contact Information

*\Website -
https: _\_/vww.in.gov<sboa[politicaI-
subdivisions/townships

*Phone —(317) 232-2512

*Email — schools.townships@sboa.in.gov



https://www.in.gov/sboa/political-subdivisions/townships/
https://www.in.gov/sboa/political-subdivisions/townships/
mailto:schools.townships@sboa.in.gov
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State Examiner Directive 2018-1

*Amended October 30, 2023

*Effective beginning with December
2023 Monthly Uploads and 2023
Annual Uploads



Due Dates

* Monthly Uploads — due the 15t of the
second following month

* Ex. July 2024 monthly uploads due September
15th, 2024

* Annual Uploads — due March 1% of each year
unless SBOA establishes a different date
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https://www.in.gov/sboa/files/Manual-Record-Template-Funds-Ledger-.xlsx
https://www.in.gov/sboa/files/Manual-Record-Template-Funds-Ledger-.xlsx

Annual Uploads

* Year-End Investment Statements and Register of Investments, General Form 350

Townships with investments must upload a statement or documentation that shows the
balance of the investment

Can use an exact replica of General Form 350, or you can use your own form and go through
the Form Approval Process

* Excel Data Capture (Data Dump) — NOW REQUIRED IF AVAILABLE

If unavailable, Detail of Receipts by Fund and Account and Detail of Disbursements by Fund
and Account is the required alternative

Receipts Minimum: Receipt Number, Date Received, Amount of Receipt, Fund Posted To,
Received From

Disbursements Minimum: Check Number, Date Disbursed, Amount of Disbursement, Fund
Posted to, Vendor/Payee Name

An excel file is preferred; a searchable PDF is also acceptable

If manual records, no audit exception to leaving Excel Data Capture, Detail of Receipts, and
Detail of Disbursements requirements blank

State Board of Accounts 2024
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https://www.in.gov/sboa/files/Manual-Record-Template-Funds-Ledger-.xlsx

Annual Uploads (Continued)

* Annual Payroll History Report
* Minimum: Date, Employee Name, Gross Wages, Check Number
* An excel file is preferred; a searchable PDF is also acceptable
* If manual records, no audit exception to leaving this requirement blank

* Accounts Payable/Receivable Schedule Support

* Documentation supporting the Accounts Payable and Accounts Receivable amounts reported on your AFR
* If no Accounts Payable nor Accounts Receivable reported on the AFR, this requirement can be left blank

* Direct Federal Grant Agreements/Award Letters and Amendments Initiated During the Year
* Any federal financial assistance that a recipient receives directly from a federal awarding agency
* @Grants, Loans, Loan Guarantees, Non-Cash Contributions, etc.
* NOT required to upload the grant documentation pertaining to grants passed through the State
* If no federal financial assistance directly received, this requirement can be left blank

State Board of Accounts 2024



Annual Uploads (Continued)

* Agreement for Subawards Made to Subrecipients for All Federal Grants Initiated
During the Year

* Subaward — an award provided by the township to a subrecipient for the purpose of the
subrecipient to carry out part of a federal award received by the township

e Can be provided through any form of legal agreement, including a contract
e Subawards do not include payments to beneficiaries
* If no subawards made, this requirement can be left blank

* Personnel Policy
* All townships with em |OJ€€S will be required to upload their Personnel Policy and update

in future years if modifi
* Ex. Employee Handbook, Benefit/Leave Time Policies, etc.
* If no employees or no handbook/applicable policies, this requirement can be left blank

* Contracts for Mowing and Fire Protection (if applicable)

State Board of Accounts 2024
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|IC 5-11-14-1 (Continued)

* SBOA Requirements

* Subsection (h) — SBOA shall certify the number
of days of attendance and the mileage for each
conference to each official attending a State-
Called Meeting

* Subsection (k) — SBOA shall keep attendance of
elected officials at each conference called by the
state board of accounts and publish the
attendance on the SBOA website




PJIN.GQV  An official website of the Indiana State Government © Accessiity Settings

@ Language Translation [ Governor Eric J. Holcomb

Indiana State Board of Accounts

A SBOA

4 AboutUs

77 Entities We Examine

Audit Reports

@8 Resource Library
o Unauditable Entities
£ State Called Conference Attendance

3 Career Opportunities

Learn More

& Online Services

? TopFAQGs

‘ QUESTIONS

Report Government Fraud Resource Library Career Opportunities Questions?

[ Click Here J [ Search Guidance ] [ Learn More ] [ Ask SBOA a Question J

State Board of Accounts 2024




JIN.GQV  an official website of the Indiana State Government

@ Accessibility Settings () Language Translation [/} Governor Eric J. Holcomb

¢ Indiana State Board of Accounts

Yai tp"

# SBOA

4 About Us

7 Entities We Examine

B Resource Library

¢ Unauditable Entities

State Called Conference Attendance

K3 Career Opportunities

Learn More

& Online Services

? TopFAGs

&  Search SBOA

SBOA State Called Conference Attendance

State Called Conference Attendance

IC 5-11-14-1(k) states: "The state board of accounts shall keep attendance of elected officials at each conference called by the state board of accounts and publish the
attendance on the state board of accounts’ website.”

2024 Attendance

» Newly Elected Official Workshop - Clerk-Treasurer/Controller
« SBOA Annual Training School — Clerk-Treasurers/Controllers
» County Recorders Annual Conference

+ Township Trustee State-Called Meetings

» County Auditors Spring Conference
» County Clerks Annual Conference
County Treasurers Annual Conference

Social Media

0 &~
Indiana State Board of Accounts

State Board of Accounts
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Requirement to Provide Fire Protection

*|C 36-8-13-2

* “If a majority of the owners of taxable real
property residing within...a township located
outside the corporate boundaries of a
municipality petition the township executive and
legislative bod?/ to provide fire protection..., the
executive and legislative body shall provide for

fire protection.”



Volunteer Fire Departments as an Option

* IC36-8-13-3

* “The executive of a township, with approval of legislative body, may...

e ...(4) Contract with a volunteer fire department that has been organized to fight fires
in the township for the use and operation of firefighting apﬁaratus and equipment
that has been purchased by the township in order to save the private and public
property of the township from destruction by fire, including use of the apparatus and
equipment in an adjoining township by the department if the department has made
a contract with the executive of the adjoining township for the furnishing of
firefighting service within the township.

 (5) Contract with a volunteer fire department that maintains adequate firefighting
service in accordance with IC 36-8-12....7

State Board of Accounts 2024



1
N %
=| -
> Z
) &
* *
€51, 190

State Board of Accounts 2024



1
& %
) =
< Z
) &
* *
€57, 100

State Board of Accounts 2024



Payments Made to Volunteer Firefighters

 Accountable or Non-Accountable Plan?

e Accountable Plan —

* \Volunteer firefighter provides documentation showing clothes were
purchased equal or exceeding the allowance

* Township would issue 1099s

e Non-Accountable Plan —

* \Volunteer firefighter receives clothing allowance and does not keep
documentation

* Township would withhold taxes and issue W-2s

State Board of Accounts 2024
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Common Contract Provisions

* Vehicle and Clothing Allowance
* The township pays unless the contract says otherwise

e “Shall” statute

 |f the firefighters do not want to accept these, have them sign a binding agreement that they are
refusing these allowances

* Keep this documentation for audit

 Specific Insurance Provisions for Volunteer Fire Departments
e |C36-12-8
* Required coverage includes medical, accidental injury, smoke inhalation, cardiac disease,
disability, and death
* Premiums are required to be paid out of the Township General Fund

* Premium payments include all of the unit’s liability for volunteer firefighters” and
emergency medical service personnel’s medical treatment, accident, injury, or death

State Board of Accounts 2024
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Upload to Gateway

* IC5-14-3.8-3.5

* Amended by HEA 1328
» Before July 15t, 2024, contracts exceeding $50,000 were required to be uploaded no
later than 60 days after execution

e Effective July 15t, 2024, trustee is required to upload all contracts related to the
provision of fire services or emergency medical services, or entered into with
another unit or entity that provides fire services or emergency medical services
regardless of cost no later than 60 days after execution

* Township may redact or obscure signatures on a contract

* Township is solely responsible for redacting information in the contract

State Board of Accounts 2024



G INDIANA |
ate V V ayfor government units k&

A Home € About £¥ Account Settings © User Guides o= Logout

Welcome to the Indiana Gateway for Government Units

As an authorized user, you will have at least one application to use. Each of these applications enables a local unit to submit its required forms, reports or files to the appropriate state
agency. Agencies currently include Department of Local Government Finance, State Board of Accounts, Indiana Education Employment Relations Board and Indiana
Gaming Commission.

Select Application
Department of Local Government Finance (DLGF) State Board of Accounts (SBOA)
Additional Appropriations Details 100R Jan 31
Annual Financial Report i
Abstract Details ep Details
Monthly and Annual Engagement Uploads i
Assessor Reporis Jan 15 yandal 'gagem P Details
Budgets Details E-1 Entity Annual Report 60 days after
entity's fiscal
Data Entry for CNAV and Form 22 Details s
ECA Risk Report Aug 29
Debt Management Details
Conflict of Interest Disclosure 15 days after
Economic Development Reporting Sep 30 el LT
on the
Detaile contract or
purchase
Other Post-Employment Benefits Mar 1 Interlocal Agreement 60 days after
SB 131 Reporting for SWMDs Mar 1 agreement
SB 131 Reporting for SWMDs ar takes effect
TIF Management Apr 15

State Board of Accounts
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Funding (Continued)

* |C 36-8-14-2
* The Township Board may provide a Cumulative Building and
Equipment Fund for...

* The Eurchase, construction, renovation, or addition to buildings, or the
purchase of land

* The purchase of firefighting equipment, including required payments
under a lease rental with option to purchase agreement

* The ﬂurchase, construction, renovation, or addition to a building,
purchase of land, or purchase of equipment for use of a provider of

emergency medical services

* Expenses for the volunteer fire department serving the unit are
allowable out of this fund

State Board of Accounts 2024



Local Income Tax (LIT) - Accounting

. ||EIT %ertified Shares must be deposited into the Township
un

* LIT Memo detailing SBOA audit position —included in

* We are aware townships have used LIT to fund fire protection
services, including contracts with Volunteer Fire Departments

* We will NOT take exception to any township expense from
the Township Fund if properly budgeted, including fire
protection expenses

State Board of Accounts

2024


https://www.in.gov/sboa/files/TwpBULL-June-2022.pdf
https://www.in.gov/sboa/files/TwpBULL-June-2022.pdf

Fee for Service vs. Financial Assistance

*Q: What do Townships report in
Gateway?

*A: ONLY FINANCIAL ASSISTANCE

*Fee for service may be reported if you are
unsure about the classification. We can
assist in correction if needed.



Where to Report in Gateway?

*Navigate into your Gateway
Submitter Account

*Annual Financial Report (AFR) Menu
* Unit Questions - #2

* Financial Assistance to Non-Governmental
Entities



Gateway Screenshots

2. Did your unit disburse money for financial assistance to non-governmental entities? @‘fes O No

Examples include Volunteer Fire Departments, 4H, YMCA, Youth Leagues, Senior Citizen Centers, etc. Do not
consider amounts you paid for goods or services in answering this question.




Financial Assistance to Save All Work |[ Retur to AFR Main Menu |
Non Governmental Entities @

Enter information on financial assistance your unit has given to non governmental entities during the year. Examples include Volunteer Fire Departments, YMCA, Youth
Leagues, Senior Citizen Centers, etc. Do not consider amounts you paid vendors for goods or services in answering this guestion. For further clarification, see the notes

below this entry grid.

Make sure to press the ENTER key on the keyboard after entering a number to make sure it is saved! |—Ad|:| Row
T - Federal Tax ID e s E—— — State e Operating DA
elete ame e EE ress wite No. ity Abr. ounty Name
F Mame 1 12-3455758 1232 Sireed A ndy M hanon Co., [N Chon't Kinow
o Mame 2 CE-827E543 221 Sireet =] Maorth Pole AL Dt of State Santa
A
k

State Board of Accounts




Financial Assistance — Additional
Characteristics

* Amount paid provides a service to the public on behalf of
the Township

 Service provided often not easily measured

* Relationship between Township and entity more like a
partnership or joint venture with a shared purpose rather
than vendor/vendee relationship

* Each party heavily dependent on the other for success and
continuation of program or objective

State Board of Accounts 2024



Fee for Service vs. Financial Assistance

* Fee for Service
 Amount paid is predetermined per unit of service performed

* Claims for payment submitted after service performed with units of
service provided documented

* Total amount paid in contract period not subject to adjustment is actual
cost of providing service is different from agreed upon price

* Financial Assistance

* Claims for payments are scheduled when provided or assistance is
provided in advance potentially with additional reporting requirements

e Total amount paid in contract period can vary subject to any maximums
stipulated or other funding mechanisms agreed upon

State Board of Accounts 2024



Employer Identification Number (EIN)

Do not let other entities use the
Township’s EIN

*They should have their own EIN and
should be registered with the IRS and
Indiana Secretary of State’s Office
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Procured Audit Services - Responsibilities

* |C5-11-1-7 allows the State Examiner to authorize or
designate an independent ﬁublic accountant to
perform the engagement that is the responsibility of
the SBOA

* Currently Independent Public Accountants perform
audits for the following:

* Housing Authorities

e Military Reuse Authorities
* Certain Quasi Agencies

* Non-Governmental Entities



Your Responsibility
Provide the Information Below!

* The Entity (E-1) fI|InE requirement established
by IC 5- 11 1 4 and the audit requirement
established by IC 5-11-1-9

* The source(s) of the funding provided:

 State funds (in the case of subsidies, contributions,
or general aid)

* Federal grants passed through a State agency
* Including the formal name of the program and the ALN
* Fee for service arrangements



Your Responsibility
Provide the Information Below!

* The State Board of Accounts may request
documentation to support the categorization of
the financial assistance

* The E-1 is not to be confused with the Secretary of
State’s Business Entity report

* The entity may obtain additional information from
the State Board of Accounts at


mailto:notforprofit@sboa.in.gov

INDIANA
Gat ewaymr government units

A Home € sbout L Account Settings © User Guides - Logout

Welcome to the Indiana Gateway for Government Units

As an authorized user, you will have at least one application to use. Each of these applications enables a local unit to submit its required forms, reports or files to the appropriate state
agency. Agencies currently include Department of Local Government Finance, State Board of Accounts, Indiana Education Employment Relations Beard and Indiana
Gaming Commission.

Select Application

Department of Local Government Finance (DLGF) State Board of Accounts (SBOA)

Additional Appropriations Details 100R Jan 31

— Detaile Annual Financial Report Details
Meonthly and Annual Engagement Uploads -

Assessor Reports Jan 15 y 929 P Details

Budgets Details 60 days after

entity's fiscal

Data Entry for CNAV and Form 22 Details e
ECA Risk Report Aug 29

Debt Management Details

Conflict of Interest Disclosure 15 days after
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Adoption of and Training on Internal
Controls (Continued)

e |IC5-11-1-27(g)
* Each Township Board must adopt the minimum internal control
standards as defined

* The Township Board must ensure that personnel receive training
concerning the internal control standards and procedures adopted by
the Township.

e |C5-11-1-27(c)

* “Personnel” —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....”

State Board of Accounts 2024



Adoption of and Training on Internal
Controls (Continued)

* |C5-11-1-27(f)
* Requires the SBOA to develop or desighate approved
personnel training materials concerning internal controls

* In response, the SBOA developed a to
supplement the manual

* Once each required employee has taken the training,
they are to fill out a

* NOT required to upload completed certification onto Gateway
* Certification is to be kept on file at the Township for audit

State Board of Accounts

2024


https://youtu.be/L0N80PBbPHQ
https://www.in.gov/sboa/files/IC_Certification.pdf

Bank Account Reconciliations

*|C 5-13-6-1(e)

*All local investment officers are
required to reconcile the balance of
public funds at least monthly, as
disclosed by the records of local
officers, with the balance statements
provided by the respective depositories.
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Bank Account Reconciliations (Continued)

* There is no prescribed methodology for completing the
bank reconcilement

e Back of the Bank Statement

* Reconcilement Report through the Township’s Accounting
Software

 Computer Application Programs
* Make sure to include ALL public funds

e If struggling to reconcile due to a past error...
* Go back to the last time the township truly reconciled
 Work from that point to the present to find the error

State Board of Accounts 2024
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https://www.in.gov/sboa/files/All-Manuals-Chapter-1-2023-1.pdf
https://www.in.gov/sboa/files/All-Manuals-Chapter-1-2023-1.pdf
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https://www.in.gov/sboa/files/All-Manuals-Chapter-1-2023-1.pdf
https://www.in.gov/sboa/files/All-Manuals-Chapter-1-2023-1.pdf

Township Assistance

* |C 12-20-6-8
* A Township Trustee shall promptly notify in writing each applicant
for township assistance of action taken upon a completed
application for township assistance
* Must mail or provide personal notice not later than 72 hours excluding
weekends and legal holidays
* Notice must include the following:
The type and amount of assistance granted
The type and amount of assistance denied or partially granted
Specific reasons for denying all or part of the assistance requested

Information advising the applicant of the procedures for appeal to the Board of
Commissioners

c A cop¥ of the notice must be filed with the recipient’s application
and affidavit in the trustee’s office

State Board of Accounts 2024



Township Assistance (Continued)

*SBOA has prescribed the Form TA-1A
for the purpose of IC 12-20-6-8

*|ssues:

* TA-1A is either not being completed, or is
not available for inspection during audit

* No purchase order being completed
* No documentation of appeals



Payroll

 Compensation and benefits paid to officials must be
included in the labor contract, salary ordinance,
resolution, or salary schedule adopted by the
governing body unless otherwise authorized by law.
Compensation must be paid in a manner that will
facilitate compliance with state and local federa

reporting requirements

State Board of Accounts 2024


https://www.in.gov/sboa/files/All-Manuals-Chapter-1-2023-1.pdf
https://www.in.gov/sboa/files/All-Manuals-Chapter-1-2023-1.pdf

Payroll (Continued)

* |C36-6-6-10
 Compensation means all money paid to an elected township officer for
performing duties as a township officer

* Includes benefits such as life insurance, health insurance, disability insurance,
retirement benefits, and pension benefits

* Does NOTincIudefpayment of an insurance premium, longevity payments, payments in
recognition of professional certifications, and payments in recognition of education
advancements SEPARATELY IDENTIFIED ON A SALARY ORDINANCE OR RESOLUTION

* Compensation must be established by the Township Board using an annual,
monthly, or biweekly salary schedule

 Township Board may not alter the salaries of elected or appointed officers during
the year for which they are fixed, but it may add or eliminate any other position
and change the salary of any other employee, if the necessary funds and
appropriations are available

State Board of Accounts 2024
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