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TOPICS  FOR  TODAY

Technological Requirements/Changes

Year-end Requirements

• Accounting Systems
• Electronic Receipting and Purchasing

• Gateway Uploads



Accounting Systems

• SBOA does not “approve” accounting systems

• Concerned with the output of the system

• Internal Controls over records and reporting is most important

• Information Technology Manual

• https://www.in.gov/sboa/files/Information-Technology-Manual-2017-
Amended.pdf

https://www.in.gov/sboa/files/Information-Technology-Manual-2017-Amended.pdf
https://www.in.gov/sboa/files/Information-Technology-Manual-2017-Amended.pdf


Purchasing Requirements

• IC 14-32-5-2
• “A provision concerning the acquisition, operation, or disposition of property 

by other public bodies does not apply to a district unless the provision 
specifically states that the provision applies.”

• IC 5-22 discusses acquisition of personal property
• Not aware of a provision that states it applies to soil and water conservation 

districts
• District should adopt their own policies regarding the purchase and disposal of 

property

• Can utilize IC 5-22 as a reference for items to consider



SEA 317 – CONTRACTING & PURCHASING

• Indiana Code 5-11-10-1.6 (Effective July 1, 2023)

• Allows advance payments to contractors

• Allows payment prior to delivery of goods or completion of services.

• Advance payment of meal expenses is still allowable



SEA 317 – CONTRACTING & PURCHASING

• Advance payment of meal expenses

• Employee traveling on district business

• Ordinance established that allows advance payment entails:

• Maximum amount to be paid in advance

• Required invoices/documentation that must be submitted

• Reimbursement from wages if documents not submitted



SEA 317 – CONTRACTING & PURCHASING
• Advance payment to contractors

• Cannot exceed lesser of 50% of contract or $2 million

• Solicitation for contract must include:

• District will make advance payments

• Limitations on the amount of advance payments

• Requirements for documentation

• Any other useful information pertaining to advance payments



SEA 317 – CONTRACTING & PURCHASING
• Advance payment of goods and services

• Cannot exceed lesser of 50% of contract or $2 million

• Fiscal body must authorize advance payments

• Fiscal officer or designee must:

• Track prepayments

• Create prepayment invoice

• Require insurance or surety bond if prepayment is >$150,000



Electronic Transactions

Receiving and Sending Payments



Receiving Payments

Indiana Code 36-1-8-11

• Cash

• Check

• Bank Drafts

• Money Orders

• Credit Cards

• Debit Cards

• EFT (Electronic Funds Transfers)

• Any Other Financial Instrument Authorized by the Fiscal Body

• Venmo, PayPal, Cashapp



Receiving Credit Cards Payments

Indiana Code 36-1-8-11(f)

If a bank charges the unit a fee for accepting credit cards, you can collect 
from the customer using the card either or both:

• Official fee that cannot exceed the transaction charge 
from the bank 

• Convenience fee

• Not to exceed $3

• Must be uniformly charged

Fees can be collected regardless of retail agreements between 
bank and credit card vendors that may prohibit such fees



Receiving Credit Cards Payments 
(continued)

Indiana Code 36-1-8-11(f) (continued) 

• Fees can be collected regardless of retail agreements 
between bank and credit card vendors that may 
prohibit such fees

 IC 36-1-8-11(g) 

• If any service charges are assessed for accepting credit 
cards, you can pay them under IC 36-1-8-11



RECEIVING ELECTRONIC PAYMENTS

• Types of Electronic Payments

• PayPal

• Venmo

• Cash App



RECEIVING ELECTRONIC PAYMENTS
(continued)

• Requirements of accepting electronic payments:
• Fiscal body authorizes use of payment method

• Authorized user for each account

• Timely receipting, recording, and depositing

• Monthly reconcilement must be completed

• Methods should not be used for disbursements

• Proper internal controls must be in place



DISBURSING MONEY ELECTRONICALLY

Credit Cards

 Board adopts policy in resolution or 
ordinance

 In Accordance with Special Districts 
Manual chapter 1 

Credit Card Policy Should Contain

 Purposes for which card can be used

 Procedures for custody of card(s)

 Not used to bypass the accounting 
system

 Requirements for supporting 
documentation



DISBURSING MONEY ELECTRONICALLY

Credit cards – Audit Tips

o Internal Controls

o Supporting documentation

o Purposes for which card can be used

o Original Receipts

o Consider copying heat printed receipts & attaching to original

o Something should exist for each card usage

o Cannot pay from statement alone

o Late Fees / Interest



DISBURSING MONEY ELECTRONICALLY

Electronic Payments

 Online bill pay through bank, ACHs, etc. 

 Indiana Code 36-1-8-11.5

 Board must adopt resolution to authorize electronic funds transfer 
method of payment of claims

 Also applies to utility claims

 Electronic payments still have to comply with Indiana Code 5-11-10-1.6 
for paying claims and IC 36-12-3-16 regarding paying claims described in 
an ordinance before board approval



DISBURSING MONEY ELECTRONICALLY

Electronic Payments before governing body approval

o Ability to pay certain items described in an ordinance prior to 
governing body approval

o IC 14-32-4-24

o Resolution is required
o Is not meant to bypass the claims process
o Payments still get approved at the next meeting of the governing board



DISBURSING MONEY 
ELECTRONICALLY

Extremely Important – the nature of electronic payments lends 
itself to tighter controls and more scrutiny to detect and correct 
errors, as well as to prevent fraud
o Segregation of duties

o Reviews
o Approvals
o Documentation of all transactions

Internal Controls



YEAR - END
CONSIDERATIONS



TOPICS 
TO 

CONSIDER

 Annual Financial Report (AFR)

 Form 100-R

 Monthly / Annual Uploads



ANNUAL FINANCIAL REPORT - GATEWAY

• Required by IC 5-11-1-4

• Due 60 days after end of year (3/1/24)



FORM 100R - GATEWAY

• Required by IC 5-11-13-1

• Due during the month of January for the 
preceding year (by 1/31/24)



• Form 100-R must be submitted even if there are no employees to report.

• Show “0” for Unit Question #1

FORM 100R - GATEWAY



MONTHLY UPLOADS - GATEWAY



MONTHLY UPLOADS – WHEN ARE THEY DUE



Bank Information

• Reconcilement for each bank account you have
• Includes copy of

 Statement
 Optical images of checks

 List of outstanding checks

MONTHLY UPLOADS – GATEWAY



MONTHLY UPLOADS – GATEWAY

Meeting Minutes

• Minutes from each Board meeting
• If not signed/approved before due date, upload unsigned 

copy and replace with approved copy later
• If meetings are not monthly, indicate so



MONTHLY UPLOADS – GATEWAY

Funds Ledger

• List of funds from your ledger/Quickbooks
• Includes

 Beginning of month fund cash & investment 
balance

 Receipts in total for the month
 Disbursements in total for the month
 Ending fund balance



MONTHLY UPLOADS – GATEWAY



ANNUAL UPLOADS – GATEWAY



Required to be uploaded by March 1, 2024

• Same timeline as the SBOA AFR
• Includes:

 Year End Investment Statements
 Detail of Receipt Activity
 Detail of Disbursement Activity
 Salary Ordinance
 Vendor History Report
 Payroll History Report
 Funds Ledger
 Accounts Payable / Receivable Report
 Personnel Policy
 Excel Data Capture

ANNUAL UPLOADS – GATEWAY



Investment Statement

• Like bank account statement - only for any investments you may have
 Savings
 CDs

• Upload December 2023 statements for all investment accounts

ANNUAL UPLOADS – GATEWAY



Detail of Receipt Activity

• Does not apply to hand-posted records
• Listing of all receipts issued and posted during the year
• Most systems have a “history” function that should provide this information
• May need to contact your software vendor for assistance
• Include receipt numbers and dates

ANNUAL UPLOADS – GATEWAY



Detail of Disbursement Activity

• Does not apply to hand-posted records
• Listing of all non-payroll disbursements posted during the year
• Most systems have a “history” function that should provide this information
• May need to contact your software vendor for assistance
• Include check numbers, dates, and payee name

ANNUAL UPLOADS – GATEWAY



Salary Ordinance

• Shows the approved salary of district employees
 For those considered county employees, we can obtain salary information 

from the annual upload from your county
• For the year being reported - 2023

ANNUAL UPLOADS – GATEWAY



Vendor History Report

• Does not apply to hand-posted records
• Detailed listing of all vendors to whom checks were issued during the year
• Ideally would show total by vendor
• Most systems have a “history” function that should provide this information
• May need to contact your software vendor for assistance

ANNUAL UPLOADS – GATEWAY



ANNUAL UPLOADS – GATEWAY

Payroll History Report

• Does not apply to hand-posted records
• Applicable for employees not paid by County
• Summary of all pay to employees

• Employee name
• Date
• Gross wages
• Check number 

• Report should not contain social security numbers
• Excel file or searchable PDF is preferred



Funds Ledger

• Summary for each fund that entails:
• Beginning Balance
• Receipts
• Disbursements
• End Balance

• Excel file is preferred, but each system is unique
• May need to contact your software vendor for assistance

• For hand-posted records you can upload a scan/photo

ANNUAL UPLOADS – GATEWAY



ANNUAL UPLOADS – GATEWAY

Accounts Payable / Receivable Report

• List of accounts payable items
• By vendor and amount
• Totals amount presented on AFR

• List of accounts receivable items
• By vendor and amount
• Totals amount presented on AFR



ANNUAL UPLOADS – GATEWAY

Personnel Policy

• Unique for each unit as to what it contains

• Upload once in 2023

• Only upload in following years if policy is modified



ANNUAL UPLOADS – GATEWAY

Excel Data Capture

• Detail of Receipts and Disbursements in one
• Receipts / Disbursements:

• Receipt numbers / Check numbers
• Date received / Date disbursed
• Amount of receipt / Amount of disbursement
• Fund posted to
• Whom received from / Vendor or payee name

• May need to reach out to software vendor for assistance
• Takes the place of Detail of Receipts and Disbursements uploads



Gateway Information:

Annual Financial Report User Guide: https://gateway.ifionline.org/userguides/AFRguide 
Form 100-R User Guide: https://gateway.ifionline.org/userguides/100Rguide 
Monthly & Annual Upload User Guide: https://gateway.ifionline.org/userguides/engagementguide 
Login: https://gateway.ifionline.org/login.aspx 
Gateway Help Desk email address:  AnnualReports@sboa.IN.gov

State Examiner Directive 2018-1 (Amended 10/2023):
https://www.in.gov/sboa/files/Directive_2018-1_Monthly_Uploads_10_30_2023.pdf

REFERENCES

https://gateway.ifionline.org/userguides/AFRguide
https://gateway.ifionline.org/userguides/100Rguide
https://gateway.ifionline.org/userguides/engagementguide
https://gateway.ifionline.org/login.aspx
mailto:AnnualReports@sboa.IN.gov
https://www.in.gov/sboa/files/Directive_2018-1_Monthly_Uploads_10_30_2023.pdf


Contact Information

Mitch Wilson & Beth Goss

Government Technical Assistance & Compliance Directors

SpecialDistricts@sboa.in.gov 
317-232-2513
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