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ITEMS TO REMEMBER 

 
January 2025 
 
 1 Legal Holiday – New Year’s Day (IC 1-1-9-1) 
 
 2 Prove all ledgers for the month of December. 
 

2 Open a ledger of Appropriations, Allotments, Encumbrances, Disbursements and 
Balances by recording the appropriations by programs approved by the board of school 
trustees in the Resolution of Appropriations for the 2025 calendar year unless such 
appropriations must be reduced pursuant to action taken by the County Board of Tax 
Adjustment or by the Department of Local Government Finance. Record in the 
expenditure accounts of each program the allotments made by the board of school 
trustees. Also add to the 2025 year's appropriations by programs and to the expenditure 
accounts by allotments, any encumbered appropriations and allotments of the 2024 
calendar year to be carried forward. 

 
15 Last day to upload November files required by State Examiner Directive 2018-1 

(Amended October 2023) in the Monthly and Annual Engagement Uploads application in 
Gateway. 

  
 20 Legal Holiday – Martin Luther King, Jr’s Birthday (observed) (IC 1-1-9-1) 
  

20 Last day for Early Filers to report and make payment of state and county income tax 
withheld during December to the Indiana Department of Revenue. Monthly Filers have 
until 30 days after prior month’s end. For questions on filing status contact the Indiana 
Department of Revenue. 

  
31 Last day to file Employer’s Quarterly Federal Tax Return, Form 941, with the Internal 

Revenue Service for payment of federal tax withheld. 
  

31 Last day to file quarterly reports with the Indiana Department of Workforce Development 
for the quarter ending December 31. 

  
31 Last day to hold the annual meeting of the school board to organize as the board of 

finance by electing one member as president and one member as secretary for the year. 
(After the first Monday and on or before the last day of January) (IC 5-13-7-6) 

  
 31 Last day to furnish Form W-2 to each employee. 
 
 31 Last day to file W-2 and W-3 with the Social Security Administration 
  

31 Last day to file Annual Personnel Report (100-R), with the State Board of Accounts 
through Gateway. (IC 5-11-13-1) 

  
31 Last day to file Biannual Financial Report (Form 9) with the Department of Education, 

Office of School Finance, for the period July 1, 2024 to December 31, 2024. 
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ITEMS TO REMEMBER 

(Continued) 
 
January 2025 (Continued) 
 
 31 Last day to file Form WH-3 and Form W-2 with the Department of Revenue 
 

31 All local investment officers shall reconcile at least monthly the balance of public funds as 
disclosed by the records of the local offices, with the balance statements provided by the 
respective depositories. (IC 5-13-6-1(e)) 

 
 
February 2025 
 
 1 Prove all ledgers for the month of January. 
  

3 The Indiana Department of Education (IDOE) will collect an average daily membership 
(ADM) count of students in Fall 2024 and Spring 2025. (I.C. 20-43-4-2) The Spring 2025 
ADM count date of the eligible pupils enrolled in each school corporation and charter 
school is February 3, 2025.  

  
 12 Legal Holiday – Lincoln’s Birthday (IC 1-1-9-1) 
  

15 Last day to upload December files required by State Examiner Directive 2018-1 
(Amended October 2023) in the Monthly and Annual Engagement Uploads application in 
Gateway.  

  
 17 Legal Holiday – George Washington’s Birthday (observed) (IC 1-1-9-1) 
  

20 Last day for Early Filers to report and make payment of state and county income tax 
withheld during January to the Indiana Department of Revenue. Monthly Filers have until 
30 days after prior month’s end. For questions on filing status contact the Indiana 
Department of Revenue. 

  
28 All local investment officers shall reconcile at least monthly the balance of public funds as 

disclosed by the records of the local offices, with the balance statements provided by the 
respective depositories. (IC 5-13-6-1(e)) 

 
March 2025 
 
 1 Prove all ledgers for the month of February. 
  

1 Deadline for each political subdivision to submit annual report to the Department of Local 
Government Finance in Gateway Debt Management of any outstanding bonds or leases 
(as of January 1). (IC 5-1-18-9) 
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ITEMS TO REMEMBER 
(Continued) 

 
March 2025 (Continued) 
 

1 Last day for political subdivisions to report to the Department of Local Government 
Finance information and data on its retiree benefits and expenditures. (IC 36-1-8-17.5) 

 
15 Last day to upload January files required by State Examiner Directive 2018-1 (Amended 

October 2023) in the Monthly and Annual Engagement Uploads application in Gateway. 
 

20 Last day for Early Filers to report and make payment of state and county income tax 
withheld during February to the Indiana Department of Revenue. Monthly Filers have until 
30 days after prior month’s end. For questions on filing status contact the Indiana 
Department of Revenue 

 
31 Last day for the governing board of a school corporation to publish an annual 

performance report of the school corporation. (IC 20-20-8-3). The report must be 
published one (1) time annually under IC 5-3-1. (Not earlier than March 15 or later than 
March 31 of each year) 

  
 31 If using e-file, last day to file Form W-2 with Form W-3 with the Internal Revenue Service. 
  

31 All local investment officers shall reconcile at least monthly the balance of public funds as 
disclosed by the records of the local offices, with the balance statements provided by the 
respective depositories. (IC 5-13-6-1) 

 
 

CHART OF ACCOUNTS UPDATES 
 

We have updated the following items in the School Chart of Accounts on our website at 

https://www.in.gov/sboa/4449.htm . 

• Chapter 8 – Object code 930 SubAwards/SubGrants for federal projects for less 

than $50,000 to Other Governmental Units – edited. 

• Chapter 8 – Object code 931 SubAwards/SubGrants for federal projects for 

greater than $50,000 to Other Governmental Units – edited. 

• Chapter 8 – Object code 940 SubAwards/SubGrants for federal projects for less 

than $50,000 to Non-Governmental Units – edited. 

• Chapter 8 – Object code 941 SubAwards/SubGrants for federal projects for 

greater than $50,000 to Non-Governmental Units – edited. 

  

 

 
 
 
 

 

https://www.in.gov/sboa/4449.htm
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ATTENDANCE OFFICERS  
 

Attendance Officers; Appointment  
 
The governing body of each school corporation may appoint or the governing bodies of two (2) or more 
school corporations may appoint one (1) attendance officer, and then one (1) additional attendance officer 
for every 7,500 students in ADA in the school corporation or school corporations. The county council shall 
appropriate, and the board of county commissioners shall allow, the funds necessary to pay the salary 
and expenses of attendance officers appointed in accordance with this section. If the governing body of a 
school corporation declines to make an appointment, the superintendent of the school corporation shall 
serve as ex officio attendance officer under IC 20-33-2-35. (IC 20-33-2-31)  
 
Ex Officio Attendance Officers  

 
If the governing body of a school corporation elects not to appoint an attendance officer under IC 20-33-2-
31, the superintendent shall serve as an ex officio attendance officer. A superintendent acting in this 
capacity may designate one (1) or more teachers as assistant attendance officers. These assistant 
attendance officers shall act under the superintendent's direction and perform the duties the 
superintendent assigns. Ex officio attendance officers and assistant attendance officers appointed under 
this section shall receive no additional compensation for performing attendance services. (IC 20-33-2-35)  
 
Attendance Officers; Appointment Of Additional Officers  
 
Any school corporation or school corporations may appoint more attendance officers than are specifically 
authorized or required under IC 20-33-2-31. However, these additional attendance officers shall be 
appointed in the same manner as required by law for other attendance officers. Compensation for 
additional attendance officers appointed under this section shall be paid entirely by the school corporation 
or school corporations involved. (IC 20-33-2-38)  
 
See IC 20-33-2-39 through IC 20-33-2-41 for information relating to the duties of attendance officers and 
licensing requirements.  
 

 
GOVERNING BODY 

 
Compensation 
 
Except as provided in IC 20-25-3-3, the governing body of a school corporation by resolution has the 
power to pay each member of the governing body a reasonable amount for service as a member, not to 
exceed: (1) two thousand dollars ($2,000) per year; and (2) a per diem not to exceed the rate approved 
for members of the board of school commissioners under IC 20-25-3-3(d). If the members of the 
governing body are totally comprised of appointed members, then the appointive authority under IC 20-
23-4-28(e), shall approve the per diem rate allowable before the governing body may make the 
payments. To make a valid approval, the appointive authority must approve the per diem rate with the 
same endorsement required under IC 20-23-4-28(f) to make the appointment of the member. (IC 20-26-4-
7) 
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GOVERNING BODY  
(Continued) 

 
Approval of Contracts 
 
Notwithstanding any other law, the president and secretary of the governing body of a school corporation 
are entitled, on behalf of the school corporation, to sign any contract, including employment contracts and 
contracts for goods and services. However, each contract must be approved by a majority of all members 
of the governing body. In the absence of either the president or secretary of the governing body, the vice 
president is entitled to sign the contracts with the officer who is present. (IC 20-26-4-8) 
 
Qualifications to Become a Member 
 
An individual who is at least twenty-one (21) years of age and is otherwise eligible to assume office as a 
member of a governing body may not be disqualified on the basis of age. (IC 20-26-4-9) 
 
Property ownership is not a qualification for serving as a member of a governing body. (IC 20-26-4-10) 
 
In addition to any other eligibility requirements for members of the governing body of a school corporation 
as set forth in law, an individual who is employed as a teacher or as a noncertificated employee (as 
defined in IC 20-29-2-11) of the school corporation may not be a member of the governing body of the 
school corporation. (IC 20-26-4-11) 
 
 

PURCHASES OF COMPUTER HARDWARE AND SOFTWARE 
 

The purchase of a computer system (hardware and software) is subject to the Public Purchases Law (IC 
5-22-1-1 et seq.) 
 
A purchasing agent may make a special purchase of data processing contracts or license agreements for: 
(1) software programs; or (2) supplies or services, when only one (1) source meets the using agency's 
reasonable requirements. (IC 5-22-10-7) 
 
Other provisions within IC 5-22-10 may be applicable.  
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PREPAID SCHOOL MEAL ACCOUNTS 
 

When a student puts money into their individual meal account, it should not be considered 
income to the child nutrition program until that student goes through the lunch line and charges a meal to 
their account. Therefore, the balance in a student's individual account should not be included in Fund 800 
School Lunch; rather, the school corporation should set up a clearing account with the fund number of 
8400 Prepaid School Lunch Accounts, as prescribed in Chapter 4 of the SBOA's Uniform Compliance 
Guidelines for Indiana Public School Corporations. When a student brings in a deposit, the receipt should 
be recorded to fund 8400 using receipt account 1630 Special Functions.  

 
After the student has charged meals, the school corporation should disburse the amount charged 

from Fund 8400 using expenditure account 31900 Other Food Services, and receipt this same amount 
into Fund 800 using the Food Services receipt accounts 1611-1623 at the time established in a written 
school policy to ensure accurate monthly reporting. At this point, the receipts are considered program 
income and should be included on any reports that are required to be completed. Also, on a monthly 
basis, it is required that the balance of Fund 8400 be reconciled with the total of the individual meal 
accounts. 
 
 

PREPAID SCHOOL MEAL ACCOUNTS – BAD DEBT 
 

School corporations have a responsibility to collect amounts owed to them pursuant to 
procedures authorized by law.  The school board must have a written policy concerning procedures for 
the writing off of bad debts, uncollectible accounts receivable, or any adjustments to record balances.  
Documentation must exist for all efforts made by the school corporation to collect amounts owed prior to 
any write-offs.  The most common bad debt of a school corporation is a result of allowing students to 
charge meals to their prepaid lunch account when the student doesn’t have sufficient funds in their 
account.   

 
School Lunch program funds (Fund 800) are considered federal funds and may not be used to 

reimburse the prepaid school lunch fund for negative balances of the individual accounts.   It may be 
possible for the operations fund of the school corporation or any other local fund, such as a donations 
fund that has not been restricted for another purpose, to be used for the bad debt, with school board 
approval.   

 
School corporations should use expenditure code 31900 (Other Food Services), along with object 

code 825 (Seldom on Non-Recurring Fines), to record bad debt expenses of the prepaid school lunch 
accounts. The amount of the bad debt expenses would be receipted into Prepaid School Lunch (Fund 
8400) using receipt code 1999 (Other). 
 
 

OPERATING REFERENDUM LEVY TAX FUND 
 

An Operating Referendum Tax Levy Fund may be established after a majority of the individuals 
who vote in a referendum approve the school corporation making a levy. Fund 0160 Operating 
Referendum Tax Levy has been created in the Chart of Accounts for school corporations to account for 
the property tax revenue received by the school corporation as a result of the approved referendum and 
the corresponding disbursements. Under Indiana Code 20-40-3-5(a), money in the Operation 
Referendum Tax Levy Fund may be used for any lawful school expenses, including making a transfer to 
the school corporation's Education Fund or Operation Fund. 
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ATTEMPTED FRAUD SCHEMES 
 

 We have been made aware of numerous governmental units, including School Corporations, that 
have had money stolen, or attempted to be stolen from their bank accounts through various fraudulent 
methods.  One scheme that is being used is that checks are being intercepted; the vendors name is being 
changed; and then the funds are deposited into that individuals account.  Another scheme is that the 
payroll department will receive an email that appears to be from an employee requesting the account of 
their direct deposit be changed.  A third scheme is that a fraudulent email will be received by the unit from 
what appears to be a contractor that is paid through an ACH/EFT requesting a change in a bank account 
that the ACH is to be sent to.  Because of the lapse in time to discover these fraudulent payments, the 
governmental unit has not always recovered its money.  We strongly encourage internal control 
procedures to be established to limit exposure to these schemes.  Control activities could include setting 
up “positive pay”; requiring in person requests to change a bank account for payroll or vendor payments; 
contacting vendors from a contact number outside of the contact information provided in the email for 
verification; and assigning personnel to routinely monitor bank payments throughout the period between 
reconcilements. 
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ESTABLISHING THE ESTIMATED COST OF CAPITAL ASSETS 
 
 When it is not possible to determine the historical cost of capital assets owned by a governmental 
unit, the following procedure should be followed. Obtain an estimate of the replacement costs of these 
assets.  Through inquiry determine the year or approximate year of acquisition.  Then multiply the estimate 
replacement cost by the factor for the year of acquisition from the Table of Cost Indexes.  The resulting 
amount will be the estimated cost of the asset.  In some cases, estimated replacement cost can be obtained 
from insurance policies; however, if estimated replacement costs are not available from insurance policies, 
you should obtain or make an estimate of the replacement costs. If the replacement cost is estimated to be  
$76,000.00 and the asset was constructed about 1930, then the estimated cost of the asset should be 
reported as $3,800.00 ($76000 x .05). 
 

TABLE OF COST INDEXES 

1916 to 2023 

             

Year Index  Year Index  Year Index  Year Index 

2023 1.00  1996 0.51  1969 0.12  1942 0.05 

2022 0.96  1995 0.50  1968 0.11  1941 0.05 

2021 0.89  1994 0.49  1967 0.11  1940 0.05 

2020 0.85  1993 0.47  1966 0.11  1939 0.04 

2019 0.84  1992 0.46  1965 0.10  1938 0.05 

2018 0.82  1991 0.45  1964 0.10  1937 0.05 

2017 0.80  1990 0.43  1963 0.10  1936 0.04 

2016 0.79  1989 0.41  1962 0.10  1935 0.04 

2015 0.78  1988 0.39  1961 0.10  1934 0.04 

2014 0.78  1987 0.37  1960 0.10  1933 0.04 

2013 0.76  1986 0.36  1959 0.10  1932 0.04 

2012 0.75  1985 0.35  1958 0.09  1931 0.05 

2011 0.74  1984 0.34  1957 0.09  1930 0.05 

2010 0.72  1983 0.33  1956 0.09  1929 0.06 

2009 0.70  1982 0.32  1955 0.09  1928 0.06 

2008 0.71  1981 0.30  1954 0.09  1927 0.06 

2007 0.68  1980 0.27  1953 0.09  1926 0.06 

2006 0.66  1979 0.24  1952 0.09  1925 0.06 

2005 0.64  1978 0.21  1951 0.09  1924 0.06 

2004 0.62  1977 0.20  1950 0.08  1923 0.06 

2003 0.60  1976 0.19  1949 0.08  1922 0.05 

2002 0.59  1975 0.18  1948 0.08  1921 0.06 

2001 0.58  1974 0.16  1947 0.07  1920 0.07 

2000 0.56  1973 0.14  1946 0.06  1919 0.06 

1999 0.55  1972 0.14  1945 0.06  1918 0.05 

1998 0.54  1971 0.13  1944 0.06  1917 0.04 

1997 0.53   1970 0.13   1943 0.06   1916 0.03 
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RATES FOR LEGAL ADVERTISING 
Effective January 1, 2025 

 
The following rates, effective January 1, 2025, were computed based upon the statutorily authorized 
2.75% increase allowed by IC 5-3-1-1(b)(4). Any percentage increase other than the 2.75% will require a 
separate computation by the State Board of Accounts. A newspaper, locality newspaper, or qualified 
publication may, effective January 1 of any year increase the basic charges by not more than 2.75% more 
than the basic charges that were in effect during the previous year. 
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