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ITEMS TO REMEMBER

DECEMBER

December 1 Prove the Fund Ledger and Ledger of Receipts for the month of November to the
control of all funds and reconcile the control with the depository statement.
Prove all receipt accounts for each fund to total receipts for that fund. Prove the
Ledger of Appropriations, Allotments, Encumbrances, Disbursements, and
Balances to the total disbursements of the control account of the Fund Ledger.
Prove all expenditure accounts with each program to the total disbursements of
that program.

December 25: Merry Christmas - Legal Holiday (IC 1-1-9-1)

JANUARY
January 1: New Year's Day - Legal Holiday (IC 1-1-9-1)
January 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 2011 calendar
year unless such appropriations must be reduced pursuant to action taken by the
County Board of Tax Adjustment (if applicable) 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 2011 year's
appropriations by programs and to the expenditure accounts by allotments, any
encumbered appropriations and allotments of the 2010 calendar year to be
carried forward.

January 4-31: Annual meeting of the school board to organize as 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)

January 15-31:  Not earlier than January 15 or later than January 31 of each year the governing
body of a school corporation shall publish an annual performance report in
accordance with IC 20-20-8-3.
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JANUARY
(Continued)

January 17: Martin Luther King, Jr.'s Birthday - Legal Holiday (IC 1-1-9-2)

January 31 Last day to file fourth quarter report with the Internal Revenue Service and
complete payment of federal tax withheld. Each employee shall be furnished
Form W-2.

January 31: Last day to file form 100-R, Report of Names, Addresses, Duties and

Compensation of Public Employees, with the State Board of Accounts.

FEBRUARY
February 1 Prove all ledgers for the month ending January 31 as outlined for the month of
December.
February 12: Legal Holiday — Lincoln's Birthday. (IC 1-1-9-1)
February 15: Legal Holiday —Washington's Birthday. (IC 1-1-9-1)
February 20: Last day to report and make payment of state and county income tax withheld

during January to the Department of Revenue. (Please review Volume 180,
December 2007 of THE SCHOOL ADMINISTRATOR.)

February 28: Last day to file withholding statements together with Yearly Reconcilement of

Employer' s Quarterly Tax Returns with Internal Revenue Service and Indiana
Department of Revenue, respectively.

SOCIAL SECURITY

We understand the maximum amount of taxable and creditable annual earnings subject to social
security will remain at $106,800 in 2011. No maximum base for Medicare will exist. Employer rates will
remain at the 2010 level at a combined rate of 7.65 percent. We understand the 2011 employee rate will
be 4.20 percent for social security and 1.45 percent for Medicare.

CONTRACTS BETWEEN GOVERNMENTAL UNITS

The Interlocal Cooperation Act, IC 36-1-7, provides authority for local governmental units to negotiate
written contractual agreements to cooperatively or jointly exercise powers that each is authorized to perform
separately.
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CONTRACTS BETWEEN GOVERNMENTAL UNITS
(Continued)

IC 36-1-7-12 states "(a) Whenever a contract provides for the purchase, sale, or exchange of ser-
vices, supplies, or equipment between or among Indiana governmental entities only, no notice by publica-
tion or posting is required. (b) Whenever a contract provides for one (1) Indiana governmental entity to
make a purchase for another, compliance by the one with the applicable statutes governing public bids
constitutes compliance by the other. (c) A governmental entity may make a purchase from any other gov-
ernmental entity or under another governmental entity's referenced written contract if there is compliance
with state purchasing law by the original purchasing unit. (d) Two (2) or more governmental entities may
procure together or with a nonprofit entity if the requirements of the public purchasing statutes are met."

CONTRACTS BETWEEN GOVERNMENTAL UNITS — OTHER PROGRAMS

Joint Services and Supply

IC 20-26-10-3 provides "(a) Two (2) or more school corporations acting through their respective
governing bodies may engage in joint programs under a written agreement executed by all participating
school corporations. (b) The agreement shall do the following: (1) Designate the type of purchases,
leases, or investments to be made. (2) Prescribe the manner of approving persons employed under the
joint program. (3) Designate the type of construction, remodeling, or additions to be made on the school
buildings. (4) Provide for the organization, administration, support, funding, and termination of the
program, subject to the provisions of this chapter.”

Administration and Supervision

IC 20-26-10-4 states "An agreement shall designate one (1) of the participating school
corporations to administer and supervise the joint program, including receiving and disbursing funds,
executing documents, and maintaining records under this chapter and the agreement between the
participating school corporations”.

Instruction of Children with Disabilities

IC 20-35-4-1 states in part "(a) A school corporation acting individually or in a joint school
services program with other corporations may establish and maintain instructional facilities for the
instruction of children with disabilities.” Additional sections provide for the transfer and transportation of
children with disabilities; special personnel may be employed; building or leasing the necessary school
buildings; and purchasing special equipment needed in a class.

Federal Funds

IC 20-35-4-1 states in part "(i) If the state receives funds from the federal government to aid in the
operation of any school for children with disabilities, the division shall distribute among these schools the
grant of federal funds that are appropriated. The federal funds shall be expended for the purposes for
which the funds are granted."

IC 20-35-5-1 et seq. provides for the formation of a special education cooperative by two (2) or
more participating school corporations.
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CONTRACTS BETWEEN GOVERNMENTAL UNITS — OTHER PROGRAMS
(Continued)

Joint Programs and Investments

See THE SCHOOL ADMINISTRATOR and Uniform Compliance Guidelines Volume 188, Page 3
December 2009.

Collaboration with Other School Corporations

IC 20-42.5-2-1 provides in part "A school corporation individually, in collaboration with other
school corporations, and through the educational services centers may undertake action to reduce
noninstructional expenditures and allocate the resulting savings to student instruction and learning.
Actions taken under this section include the following: (1) Pooling of resources with other school
corporations for liability insurance, property and casualty insurance, worker's compensation insurance,
employee health insurance, vision insurance, dental insurance, or other insurance, whether by pooling
risks for coverage or for the purchase of coverage, or by the creation of or participation in insurance
trusts, . . ." Certain procedures are required.

Shared Services Arrangements

IC 20-42.5-2-2 provides "A school corporation may use shared services arrangements with other
school corporations and units of government, including: (1) the use of shared administrative services
overseeing transportation, food service, facilities, or other operations; (2) the use of shared administrative
services to manage finance, payroll, human resources, information technology, purchasing, or other
administrative services; and (3) the use of shared resources to provide instruction, supplemental services,
extracurricular activities, or other student services. School corporations are not required to merge
schools, consolidate, or otherwise relinquish control of curriculum, instruction, or student activities to use
shared services arrangements. "

Collaboration with Contiguous School Corporations

IC 20-42.5-2-3 states "A school corporation may collaborate with contiguous school corporations
to explore the use of cooperatives among school corporations, commonly managed school corporations,
or the consolidation of school corporations to provide effective and efficient management of the school
corporations or functions of the school corporations.”

Educational Service Centers

IC 20-42.5-2-4 states "(a) Educational service centers established under IC 20-20-1 shall support
and facilitate actions by school corporations under this article, including by the use of an educational ser-
vice center's existing cooperative agreements. (b) School corporations and educational service centers
may use the division of finance of the department and the office of management and budget to provide
technical assistance under this article. (c) Not later than August 31 of each year, the educational service
centers shall report to the state board the results of the efforts of the educational service centers under
this article during the preceding school year."
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FINAL BUDGET ACTION

Please remember if any reductions were made in your budget and tax levies the governing board
of the school corporation shall comply with that section of the budget law found at IC 6-1.1-18-4 states
"Appropriations not to exceed budget except as otherwise provided in this chapter, the proper officers of a
political subdivision shall appropriate funds in such a manner that the expenditures for a year do not
exceed its budget for that year as finally determined under this article.”

Compliance may necessitate the reduction and revision of some program appropriations established at
the meeting to adopt the budget. After the reductions have been established by the governing board for
specific programs and the necessary allotments by expenditure account within each program, such reductions
must be applied when the appropriations and allotments are recorded in the Ledger of Appropriations,
Allotments, Encumbrances, Disbursements and Balances for the calendar year which must be done to comply
with the statute referenced above.

AUDITS

We have been asked by school corporation officials to provide a list of items which officials can
assemble which would enhance and expedite the audit process.

Accordingly, we would suggest the following be given attention by school officials either prior to
the start of the audit or upon the commencement of the entrance conference with Field Examiners of the
State Board of Accounts.

1. Minutes of the meetings of the Board of School Trustees, up to date and available for review.

2. Financial records and related data are properly prepared, including reconcilements of bank
statements, proper posting of ledgers, check registers, etc. Additionally, included would be
the proper maintenance of the extra-curricular accounting records and most importantly the
SA-5 reports would be properly prepared and timely filed with the Board of School Trustees.

3. Listing of all persons who receive or disburse funds (corporation treasurer, deputy treasurers
and extra- curricular treasurers) similar to the listing of treasurers as found in audit reports
showing the term of office as shown on the sample on page 9.

4. A listing of all federal financial assistance grants received by the school corporation. Included
would be the Catalog of Federal Domestic Assistance Numbers and Public Law numbers if
applicable (completion of a schedule as shown on page 10 would be most helpful).

5. The proper filing and maintenance of any federal grant information including, but not limited
to, grant applications and approvals, Federal financial reports and any onsite reviews such as
Title 1 and CRE reports. Resolution of any exceptions set out in these reports prior to the
start of the audit should be documented and provided.

6. Copies of bonds for all treasurers should be properly filed.

7. Job description and flow charts, if maintained at your school corporation, are available for
review.

8. Contemplation of information that may be necessary for the client representation and attorney
letters as provided by previous audits.
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AUDITS
(Continued)

9. The Form Nine is a school corporation's representation of financial operation. The report is
used by various groups including the Department of Education, Indiana General Assembly,
and the State Board of Accounts. Proper preparation and completion as well as timely filing of
the Department of Education Form Nine Report can be one of the most important aspects in
expediting (or delaying) the audit process. Other users of the Form Nine information rely on
accurate and timely information as well.

10. The gathering of various records, claims, receipts, etc., that might be requested during the
audit can be, at the discretion of the school corporation, provided to Field Examiners through
a particular contact person or persons (employee of school corporation) designated by school
corporation officials. Field Examiners can contact the person designated to minimize
disruption to the business operation of the school corporation. Naturally, instances will exist
where Field Examiners will need to talk directly to various individuals; i.e., treasurer, preparer
of records, etc., as might be necessary during the course of an audit.

11. Entrance conferences will also result in setting arrangements for a place to work, hours
worked, potential access to a phone for business calls, and names of field staff assigned.
Examiners will explain the audit process, the billing process and assurances that time spent
on other audit procedures or audits away from the school corporation will not be included in
the hilling process to the school corporation.

The aforementioned is intended to provide some insight into the auditing process. We are
hopeful that the listing can be expanded to include other areas which are of mutual benefit to both school
officials and the State Board of Accounts in making the audit process as workable as possible. We do
appreciate the suggestions and offers of cooperation that have been extended to the State Board of
Accounts.

SCHOOL LUNCH FUND SALARIES

We have been advised some school corporations are charging administrative salaries such as
portions of principals, assistant principals, treasurers, salaries etc., to the school lunch fund.

Many administrative positions have duties and responsibilities that are broad and overlapping and
encompass everything that goes on in the school corporation or school building. Therefore, we have
consistently been of the audit position that these expenses are normally considered operating expenses
properly charged to the general fund in accordance with IC 20-40-2 for the operation of the school
corporation and not to the school lunch fund.

Some positions have been formally established by boards of school trustees, through job descrip-
tion, duties assigned, title, salary schedules, etc., as school food related (for example Assistant Principal-
Food Service Director). IC 5-11-9-4 requires in part ". . . records be maintained showing which hours
were worked each day by officers and employees . . . employed . . . in more than one (1) position by the
same public agency . . ." We will not take audit exception, in these situations (other than positions
excluded by statute or for which the Department of Education has expressed concerns), to direct school
food related employees having direct school food related expenses being paid from the school lunch fund
if a cost allocation system based upon auditable statistics is established tracking costs attributable to the
school food program and therefore payable from the school lunch fund. The use of time cards, time logs,
or other means of accumulating auditable statistics upon which to base costs would have to be
maintained. The time spent on such programs by persons serving in more than one program
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SCHOOL LUNCH FUND SALARIES
(Continued)

area must be specific if costs are to be separated. These costs cannot be accurately maintained on a
percentage basis and requires the use of one of the methods mentioned above to provide auditable sta-
tistics and should cover all program areas in which a person serves or for which the service, materials,
supplies, etc., are provided.

Other positions with multiple school food related responsibilities could be compensated in part
from the school lunch fund, assuming compliance with all of the aforementioned. Additionally, we can
review during an audit for reporting consistencies in those situations, i.e., the accounting and charging of
indirect costs based upon time records to the other applicable funds besides the school lunch fund, for
these and other positions. However, we must emphasize a school corporation also has a responsibility to
ensure conflicts do not exist with the charging of any indirect costs for any of the aforementioned, if
applicable.

WIND FARMS (TURBINES) INVESTMENTS

We have received inquiries and criticisms regarding school corporations entering into agreements
to invest in what are sometimes referred to as "Wind Farms (Turbines)"

Please be advised IC 20-26-3-7 concerning school corporation home rule and unavailable powers
provides in part "A school corporation does not have any of the following powers: (1) Powers expressly
prohibited of a unit under IC 36-1-3-8." IC 36-1-3-8 states in part (a) ". . . a unit does not have the
following: . . . The power to invest money, except as expressly granted by statute." Therefore, the State
Board of Accounts is of the audit position a school corporation is limited to investments as expressly
authorized by IC 5-13-9-1 et seq. IC 5-13-9-1 states in part "(b) . . . in addition to any other statutory
power to make investments, each fiscal officer of any political subdivision . . . under the guidelines
established, respectively, . . . by the . . . fiscal body . . . may invest any funds held by each in accordance
with this chapter.” We are not aware of any provisions within IC 5-13-9 which would authorize
investments in "Wind Farms (Turbines)".

Investments should only be made in accordance with statute. Expenses related to any
unauthorized investments may be the personal obligation of the responsible official or employee. Losses
related to investments and investment procedures which are not authorized by statute may be the
personal obligation of the responsible official or employee.

The possibility might exist a school corporation could construct "Wind Farms (Turbines)" on
school corporation property to be self sufficient for energy needs. However, construction of "Wind Farms
(Turbines)"would be fact sensitive, to be reviewed on a case-by-case basis. Items to be considered could
include, has the school corporation constructed more "Wind Farms (Turbines)" than needed to be self
sufficient for energy needs?, etc.

STAN METTLER

Stan Mettler, a State Board of Accounts School Supervisor since 1997 stated he wanted us to
share with everyone he has retired. Stan always enjoyed his time working with school officials and we
certainly appreciated his many contributions.
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INDIANA DEPARTMENT OF REVENUE-ELECTRONIC FILING; WITHHOLDING

The Indiana Department of Revenue has asked us to convey the following, including two
attachments, W-2 and WH-3 Filing Requirements Booklet (Revised October 25, 2010) and Bulk Upload
Guide (Revised Aug. 1, 2010):

W-2 and WH-3 Filing Requirements Booklet (Revised October 25, 2010)
http://www.in.gov/dor/files/w-2book.pdf

Bulk Upload Guide (Revised Aug. 1, 2010)
http://www.in.gov/dor/files/bulk-upload-quide.pdf

IC 6-3-4-16.5 states "(a) This section applies to: (1) Form W-2 federal income tax withholding
statements; and (2) Form WH-3 annual withholding tax reports; filed with the department after December
31, 2010. (b) If an employer or any person or entity acting on behalf of an employer files more than
twenty-five (25) Form W-2 federal income tax withholding statements with the department in a calendar
year, all Form W-2 federal income tax withholding statements and Form WH-3 annual withholding tax
reports filed with the department in that calendar year by the employer or the person or entity acting on
behalf of the employer must be filed in an electronic format specified by the department.”

Indiana law now requires that all businesses that file more than 25 wage statements per calendar
year must now file their WH-3 returns and W-2s, 1099s, and WH-18s electronically with the state. To
comply with this law, these businesses will need to be registered to file electronically, and those that file
more than 2,000 wage statements per calendar year must be certified to bulk upload those statements.

To better assist businesses in completing this process before the end of the year, the Department
of Revenue has established a website to specifically to help businesses quickly and easily register and
certify to file their WH-3s and W2s in 2011.

Businesses can visit the website at: www.in.gov/dor/4455.htm

The deadline for businesses to register to file electronically and to be certified for bulk upload of
their wage statements is Dec. 31, 2010. WH-3s are due the end of February 2011.

Should you have any questions please feel free to contact me at the number listed below.
Thank you,

Carol Dollens

Indiana Department of Revenue
P. O. Box 6108

Indianapolis, IN 46206

Phone: (317) 615-2591

Fax: (317) 615-2520
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EXTRA-CURRICULAR ACCOUNT OFFICIAL(S) AND BALANCES

Extra-Curricular Account and Treasurers

(School)
(Treasurer)
(Treasurer)

Extra-Curricular Account and Treasurers

(School)
(Treasurer)
(Treasurer)

Extra-Curricular Account and Treasurers

(School)
(Treasurer)
(Treasurer)

Extra-Curricular Account and Treasurers

(School)
(Treasurer)
(Treasurer)

Extra-Curricular Account and Treasurers

(School)
(Treasurer)
(Treasurer)

Year End
School Years Date
20 -20
20 -20

Year End
School Years Date
20 -20
20 -20

Year End
School Years Date
20 -20
20 -20

Year End
School Years Date
20 -20
20 -20

Year End
School Years Date

20 -20__
20 -20__

December 2010

Cash and
Investment
Balance

Cash and
Investment
Balance

Cash and
Investment
Balance

Cash and
Investment
Balance

Cash and
Investment
Balance
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Federal Grant Information

(Program or (Program or (Program or (Program or (Program or
Project Title) Project Title) Project Title) Project Title) Project Title)

1. Fund Number

2. Direct or Pass-Through DOE or Other

3. Catalog of Fed. Domestic Assistance No. (CFDA No.)

4, Grant Number

5. Grant Amount

6. Grant Period

7. Federal Grant Agency

8. Contact Person

9. Amount Received 7-1-20 _ to 6-30-20
(1st Year to be Audited)

Amount Expended 7-1-20__ to 6-30-20_
(1st Year to be Audited)

Amount Received 7-1-20 _ to 6-30-20__
(2nd Year to be Audited)

Amount Expended 7-1-20__ to 6-30-20
(2nd Year to be Audited)
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