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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.
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IC 5-13-5-1 states: 
“(a) Every public officer who receives or distributes public funds shall:

(1) keep a cashbook into which the public officer shall enter daily, 
by item, all receipts of public funds; and
(2) balance the cashbook daily to show funds on hand at the close 
of each day.

(b) The cashbook is a public record and is open to public inspection in 
accordance with IC 5-14-3.
(c) A person who violates this section is subject to IC 35-44.2-2-2.”
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CASHBOOK CHARGES 
TO 

CASHBOOK CREDIT

Contains all of the charges

• Tax collections – not 
quietused

• Other sources – not 
quietused

• Funds ledger
• Investment ledger

Contains all of the credits

• Deposits 
• Investments 
• Cash on hand

Left Side Right Side

NEO - December 2024
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CASHBOOK CHARGES TO 
CASHBOOK CREDIT

Investments for specific fund vs. from all funds
• Specific fund should be on investment ledger
• Investment of all funds (taxes) would be on funds ledger

Right side should reconcile to left side. 
• All monies that should be accounted for
• Left side-how all monies are deposited, invested or included in 

cash on hand
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COMPLIANCE
Reconciling:

IC 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 the local officers, with the 
balance statements provided by the respective depositories.”

“At all times, the manual and/or computerized records, subsidiary ledgers, control 
ledger, and reconciled bank balance must agree. If the reconciled bank balance is less 
than the subsidiary or control ledgers, the amount needed to balance may be the 
personal obligation of the responsible official or employee.”

- Accounting and Uniform Compliance Guidelines Manual for County Treasurers

NEO - December 2024

HOW OFTEN TO RECONCILE? 

Daily:

• Cashbook charges to Cashbook credits

At least Monthly:

• Treasurer Funds Ledger to Auditor Funds Ledger
• Bank Balance to Cashbook

NEO - December 2024
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TREASURER FUNDS LEDGER TO 
AUDTIOR FUNDS LEDGER
IC 36-2-10-15(a) states: 

“The treasurer shall maintain:
(1) separate accounts of receipts for and expenditures from each 
specific county fund or appropriation; and 
(2) a general account of all county receipts and expenditures.”

Both Auditor and Treasurer prepare a monthly report and funds ledgers 
need to be reconciled between the two offices. 

NEO - December 2024

TREASURER FUNDS LEDGER TO 
AUDTIOR FUNDS LEDGER
Funds ledger is part of the Cash Book

• Cash deposits
• Investments from general funds
• Investments from specific funds

NEO - December 2024
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BANK BALANCE TO CASHBOOK
• Cash Book is your record balance.
• There will be timing differences

• Deposits in transit
• Outstanding checks
• Credit cards
• Interest/Bank charges
• NSF checks 

** You must be able support the amounts used in the 
reconcilement.  All differences need to be identified or else 
you are not reconciled.   

NEO - December 2024

BANK BALANCE TO CASHBOOK
Different approaches to reconcile cash book to banks: 

1. Reconcile each bank separately and summarize total adjusted 
bank balances, investments and cash agree to record balance

2. Reconcile all deposits and investments from all banks on one 
reconcilement, add cash and compare total to record balance

NEO - December 2024
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COMPARE BANK STATEMENT 
TO RECORDS
• Trace all deposits shown on bank statement to deposit slips
• Trace all checks from check register to clearing on bank 

statement
• Keep a list of checks that haven’t cleared
• Look for any deposits or checks on the bank statement that 

don’t tie to your records
• Posting error on records or by bank?
• Fraudulent activity in account? 

NEO - December 2024

COMMON 
VARIANCES

• Interest is added to account, but not posted on records

• Deposits made at end of month have not been credited by 
bank to account

• Checks that have been issued have not cleared

• Bank fees debited from bank but not posted to records. 

NEO - December 2024
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BANK BALANCE TO CASHBOOK

Adjustments
• Posting errors
• Bank errors
• Potential problems 

• Receipts don’t match deposits
• Disbursements don’t match warrants
• All unidentified variances need to be noted and investigated

Note: if all variances have been identified you are reconciled
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RECEIPTS AND DEPOSTIS

• Cash Drawers should be counted and reconciled with applicable 
reports every day

• Daily Deposits REQUIRED for amounts over $500 (IC 5-13-6-1)

• Account for electronic payments (Debit, Credit, ACH)

END GOAL

Collections = Receipts Posted = Deposit

NEO - December 2024
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DISBURSEMENTS

The Treasurer is the custodian of the county funds and should be 
reviewing each payment or series of payments to determine if 
there is sufficient money in the treasury to pay those claims.
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MONTHLY FINANCIAL REPORT

IC 36-2-10-16 Before the sixteenth of each month, the 
treasurer shall prepare a report showing, as the close of 
business on the last day of the preceding month…

Form 47TR is the prescribed form for this report. It can’t be 
completed until you have reconciled your cash book to the 
bank and investment statements. 

NEO - December 2024
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ANNUAL FINANCIAL REPORT 
(AFR)

IC 5-11-1-4(a) states: “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 as set forth in the uniform 
compliance guidelines. 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.”

“The Annual Financial Report (AFR) required under IC 5-11-1-4(a) shall be filed with the 
state examiner not later than sixty (60) days after the close of each fiscal year.”

- Accounting and Uniform Compliance Guidelines for County Treasurers 
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FUNDS LEDGER – COUNTY 
AUDITOR

The Funds ledger includes all of the funds of the county 
• General Fund 
• Special Revenue Funds 
• Remittance Funds 

However, if there are funds maintained outside of the Auditors Fund 
ledger and some outside of the county treasury, those funds must 
be added to the annual financial report for the report to be 
complete.  

• Treasurer 
• Clerk  
• Sheriff 

NEO - December 2024
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ANNUAL FINANCIAL REPORT 
(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

NEO - December 2024

LOCATION OF TEMPLATE

• www.in.gov/sboa

• Navigate to Counties page under Political Subdivisions

• Scroll down to the section “Gateway” 

• Expand the menu for Annual Financial Report 

• Click on link for Supplemental Annual Report 

NEO - December 2024

25

26



12/5/2024

14

NEO - December 2024

SUPPLEMENTAL ANNUAL 
REPORT INSTRUCTIONS

• Part I – Contact Information  
• Part II – Fund Name: Identify the fund 

• After Settlement Collections
• Part III – Beginning Investment Balance: Show the 

investment, if any at the beginning of the year 
• Part IV – Ending Investment Balance: Show the investment, if 

any at the end of the year  

• Note if an investment is cashed in, this becomes part of the 
cash transactions

NEO - December 2024
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SUPPLEMENTAL ANNUAL 
REPORT INSTRUCTIONS

• Part V – Beginning Cash Balance: this balance should agree 
with prior year report 

• Part VI – Receipts: This the total receipts to the fund for 
the year.  

• Part VII – Disbursements – This is the total disbursements 
from the fund for the year 

• Part VII – Ending Balance-This amount should agree to the 
total on your cash book or ledger for December 31 

• Part X – Certification  
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BEGINNING BALANCE 
DISBURSEMENTS

• Beginning balance should tie to your previous 
supplemental AFR ending balance.

• Look for a file with last year’s Supplemental AFR
• Look at the prior year’s AFR on Gateway 

https://gateway.ifionline.org
• Beginning balance should also be your cash book 

balance from the prior year for property tax and other 
taxes sections.  

• Look at prior years Cash Book for last business day 
of the year. 

• Disbursements – Use the same number as the beginning 
balance.  This reverses out last year’s beginning balance. 

NEO - December 2024

ANNUAL FINANCIAL REPORT - 2021

NEO - December 2024
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RECEIPTS AND ENDING BALANCE

• Receipt and Ending Balance are the same amount, and that 
number comes from the current year’s Cash Book on the last 
business day of the month. 

• Add the Total Property Tax Collections and the Total Other Sources 
section together to determine the ending balance. 

NEO - December 2024
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ISSUES WITH 
SUPPLEMENTAL REPORT
• Ending balance from the prior report is not correct.  

• Complete the supplemental report for 2024 with the correct 
balance document the reason the beginning balance does not tie 
to prior report 

• Ledger is not reconciled to bank and investment statements 

• Complete reconcilement as accurately as possible, contact Ricci 
or Staci for advice on Supplemental AFR.
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INTERNAL CONTROLS
• Control Environment 

• “Tone at the Top”
• Risk Assessment
• Control Activities:

• Segregation of Duties
• Reconciliation

• Information and 
Communication

• Policies and Procedures
• Monitoring

• Assessing Current 
Controls

Control 
Environment

Risk 
Assessment

Control 
Activities

Information & 
Communication

Monitoring

NEO - December 2024

35

36



12/5/2024

19

GATEWAY
ACCESS

• edit text

• Email Gateway@sboa.in.gov
• Name
• Position Elected
• 1st Day of Term
• Outgoing Officials Name
• Outgoing Officials Email (if known)
• Outgoing officials last Day of Term
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MONTHLY & ANNUAL 
ENGAGEMENT UPLOADS

• Monthly
• Bank Reconcilements, Bank Statements, and Outstanding Check 

Lists
• Cash Balance Report (Cash Book)
• Documentation of Reconciliation of Form 61 between Auditor and

Treasurer

• Annual
• Year End Investment Statements and Register of Investments, 

General Form 350

NEO - December 2024
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MONTHLY & 
ANNUAL 
ENGAGEMENT 
UPLOADS: 
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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THANK 
YOU

Government Technical Assistance & 
Compliance (GTAC) Directors

Ricci Hofherr, CPA Staci Byrns, CFE

counties@sboa.in.gov

(317)232-2512

www.sboa.in.gov
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