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Helpful Resources

Indiana State Board of
Accounts (SBOA)

www.state.in.us.sboa

Uniform Internal Control
Standards for Indiana Political
Subdivisions

https://www.in.gov/sboa/files/UniforminternalControlStandards.pdf

SBOA Internal Control Training
Video

https://youtu.be/LONS8OPBbPHQ

Indiana Code 5-11-1-27
regarding internal controls

https://iga.in.gov/laws/2023/ic/titles/5#5-11-1-27

SBOA Directive 2015-6
Materiality Threshold for
Reporting Irregular Variances,
Losses, Shortages, and Thefts

https://www.in.gov/sboa/files/Directive 2015-6.pdf

SBOA Directive 2018-1 Monthly
& Annual Engagement Uploads

https://www.in.gov/sboa/files/Directive-2018-1-Amended-

8 22 23.pdf

Town of Zionsville’s Website

https://www.zionsville-in.gov/

Ordinance 2016-20

An Ordinance Adopting Internal Control Standards

Resolution 2016-24

A Resolution Regarding Variance Thresholds

Resolution 2014-11

A Reorganizing Resolution Merging Zionsville and Perry Township
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Indiana Code Authority

IC 5-11-1-27 Local governmental internal controls; personnel training; violations; reporting
misappropriations

(a) As used in this section, "legislative body" has the meaning set forth in IC 36-1-2-9.

(b) As used in this section, "material" means a significant or consequential amount, as determined by the state
examiner and approved by the audit committee.

(c) As used in this section, "personnel" means 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.

(d) As used in this section, "political subdivision" has the meaning set forth in IC 5-11-10.5-1.

(e) In the compliance guidelines authorized under section 24 of this chapter, the state board of accounts shall define
and the audit committee shall approve not later than November 1, 2015, the acceptable minimum level of internal
control standards and internal control procedures for internal control systems of political subdivisions, including the
following:

(1) Control environment.

(2) Risk assessment.

(3) Control activities.

(4) Information and communication.
(5) Monitoring.

The internal control standards and procedures shall be developed to promote government accountability and
transparency.

(f) Not later than November 1, 2015, the state board of accounts shall develop or designate approved personnel
training materials as approved by the audit committee, to implement this section.

(g) After June 30, 2016, the legislative body of a political subdivision shall ensure that:

(1) the internal control standards and procedures developed under subsection (e) are adopted by the
political subdivision; and

(2) personnel receive training concerning the internal control standards and procedures adopted by the
political subdivision.

(h) After June 30, 2016, the fiscal officer of a political subdivision shall certify in writing that:

(1) the minimum internal control standards and procedures defined under subsection (e) have been
adopted by the political subdivision; and

(2) personnel, who are not otherwise on leave status, have received training as required by subsection
(g)(2). The certification shall be filed with the state board of accounts at the same time as the annual
financial report required by section 4(a) of this chapter is filed. The certification shall be filed electronically
in the manner prescribed under IC 5-14-3.8-7.

(i) After June 30, 2016, if the state board of accounts finds during an audit of a political subdivision that:
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Indiana Code Authority
(Continued)
(i) After June 30, 2016, if the state board of accounts finds during an audit of a political subdivision that:

(1) the political subdivision has not adopted the internal control standards and procedures required under
subsection (g)(1); or

(2) personnel of the political subdivision have not received the training required under subsection (g)(2);
the state board of accounts shall issue a comment in its examination report for the political subdivision. If,
during a subsequent audit, the state board of accounts finds a violation described in subdivision (1) or (2)
has not been corrected, the political subdivision has sixty (60) days after the date the state board of
accounts notifies the political subdivision of its findings to correct the violation. If a violation is not corrected
within the required period, the state board of accounts shall forward the information to the department of
local government finance.

(j) All erroneous or irregular material variances, losses, shortages, or thefts of political subdivision funds or property
shall be reported immediately to the state board of accounts. For all material variances, losses, shortages, or thefts,
the state board of accounts shall:

(1) determine the amount of funds involved and report the amount to the appropriate government and law
enforcement officials;

(2) determine the internal control weakness that contributed to or caused the condition; and

(3) make written recommendations to the appropriate legislative body or appropriate official overseeing
the internal control system addressing:

(A) the method of correcting the condition; and

(B) the necessary internal control policies and internal control procedures that must be modified
to prevent a recurrence of the condition.

(k) The legislative body or the appropriate official overseeing the internal control system shall immediately
implement the policies and procedures recommended by the state board of accounts under subsection (j)(3)(B).

(I) A public officer who has actual knowledge of or reasonable cause to believe that there has been a
misappropriation of public funds or assets of the public office, including:

(1) information obtained as a result of a police report;

(2) an internal audit finding; or (3) another source indicating that a misappropriation has occurred; shall
immediately send written notice of the misappropriation to the state board of accounts and the prosecuting
attorney serving in the area governed by the political subdivision.

(m) If the attorney general institutes civil proceedings related to this section or under IC 5-11-5-1, the attorney
general shall seek, in addition to the recovery of any funds misappropriated, diverted, or unaccounted for, restitution
of:

(1) costs incurred by the state board of accounts; and

(2) all costs and reasonable attorney's fees incurred by the attorney general; in connection with the civil
proceedings.

As added by P.L. 117-2011, SEC. 2. Amended by P.L. 184-2015, SEC. 6.
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Controlling Ordinance

ORDINANCE NO, 2016-20
Ordinance of the Town of Zionsville, Indiana, Adopting Uniform Internal
Control Standards for Indiana Political Subdivision

WHEREAS, [.C, & 5-11-1-27 reqguires each political subdivision to maintain a sysiem of internal
controls in order to promote accountability and transparency: and

WHEREAS, in September 2015 pursuant to LC. § 5-11-1-27(e) the Indiana State Board of
Accounts developed and publizhed the Uniform Internal Control Standards for Indiana Political
Subdivisions in order to provide the basis of common understanding to assist public sector managers in
complying with the internal control requirements; and

WHEREAS, the Uniform Internal Control Standards for Indiana Political Subdivisions Manual
is available on the government website at www.in.govishoa and comains the acceptable minimum level of
internal control standards; and

WHEREAS, L.C. § 5-11-1-27(g) after June 30", 2016 all Indiana Political Subdivisions must
develop local policies regarding internal controls and insure that personnel receive training on internal
controls; and

WHEREAS, 1.C. § 5-11-1-27(c) defines personnel as 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; and

WHEREAS, the Zionsville Town Couneil finds that the Town's policy regarding internal
controls should be the internal control standards as set forth by the Indiana State Board of Accounts
Uniform Internal Control Standards for Indiana Political Subdivisions Manual; and

WHEREAS, the fiscal officer of the Town of Zionsville is the Director of Finance and Records
and pursvant to the Uniform Internal Control Standards {or Indiana Political Subdivisions, the fiscal
officer shall certify in writing that the Uniform Internal Control Standards have been adopted; and

WHEREAS, the Uniform Internal Control Standards require and mandate that the legislative
body insures that personnel as defined in LC. § 5-11-1-27 shall receive training concerning the Uniform
Internal Control Standards for Indiana Political Subdivisions and that the Director of Finance and Records
as the Dscal ofTicer shall certify in writing that the personnel as defined by statute have received the
required training.

NOW THEREFORE THE ZIONSVILLE TOWN COUNCIL ORDAINS ANI) ENACTS THE
FOLLOWING:

1 That the above recitations are adopted as findings by the Town Council; and

2 It is further ordered and determined that the Town of Zionsville hereby adopts as pelicy
the internal control standards as set forth by the Indiana State Board of Accounts Uniform Internal
Control Standards for Indiana Political Subdivisions Manual as expressly written and published by the

Indiana State Board of Accounts in September, 2015, and as amended from time to time; and

3 It is further ordained that at the time the annoal financial report is electronically filed, the
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Controlling Ordinance

(Continued)

Director of Finance and Records as fiscal officer of the Town of Ziensville shall certify in writing that the
Uniform Internal Control Standards for Indiana Political Subdivisions have been adopted and shall certify
that the personnel have been trained as required by law; and

4} It is further ordained that the Town Code shall be amended and it is hereby added to the
Fionaville Town Code a new section which shall read as follows:

“INTERMNAL CONTROL STANDARDS
The Town of Zionsville adopts as policy the Internal Control Standards
as sel forth by the Indiana State Board of Accounts Uniform Internal
Control Standards for Indiana Political Subdivisions Manual as expressly
written and published by the Indiana State Board of Accounts in September,

20135, and 2s amended from time to time. In order to implement these

standards, the Director of Finance and Records shall certify in writing that personnel as
defined in statute have received the required training. All officers, elected

officials and emplovees are required 1o comply with the policy. Employees

who fail to comply with this policy are subject to discipling, including but

not limited to termination of their employment,”

5) This Ordinance shall be in full force and effect from and after its passage and compliance
with the procedures required by law,

L) It is further ordained that any ordinances inconsistent or in conflict with the terms of this
Ordinance are of no further force and effect and are specifically repealed,

DULY PASSED AND ADOPTED this éﬁ P"“day of My’. 2016, by the Town
Council of the Town of Zionsville, Boone County, Indiana, having been passed by a vote of
in favor and é‘_‘) opposed:

TOWN COUNCIL OF THE TOWN OF ZIONSVILLE,
BOONE COUNTY, INDIANA
YEA NAY
Signgiure - Signature

Susana Suarez,

- President
Elizabeth Hopper, |!
Vice President

Kevin Spees,
Member - — __—g

Bryan Travlor, W \*__\___ |
Member _

‘Thomas Schuler,
Member

~ Jeff Papa, 9 W
Member _ w |
Josh Garrett, %"/
Member _
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Controlling Ordinance

(Continued)

I hereby certify that the foregoing Ordinance was delivered to Town of Zionsville Mayor
Timothy R. Haak on the ‘gﬁ day ::fm, 2016, at _ ?fﬁdm.

MAYOR'S APPROVAL

—
MxM [/, Z8. 25t

Timothy ®. Haak, Mayor DATE

MAYOR'S VETO

Timothy R. Haak, Mayor DATE
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Components, Objectives and Organizational Structure of Internal Controls

WMINNS RUOHRZIUEHIO 10 S|BNa"

Sources: COSO and GAD. | GAD-14-7040G
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Five Components and Seventeen Principles

Control Environment

1. The oversight body and management should demonstrate a
commitment to integrity and ethical values.

2. The oversight body should oversee the entity's internal control
system.

3. Management should establish an organizational structure,
assign responsibility, and delegate authority to achieve the
entity's objectives.

4. Management should demonstrate a commitment to recrut,
develop, and retain competent individuals,

5. Management should evaluate performance and hold
individuals accountable for their internal control responsibilities.

Risk Assessment

6. Management should define objectives clearly to enable the
identification of risks and define risk tolerances.

7. Management should identify, analyze, and respond to risks
related to achieving the defined objectives.

8. Management should consider the potential for fraud when
identifying, analyzing, and responding to risks.

9. Management should identify, analyze, and respond to
significant changes that could impact the internal control system.

Source: GAO, | GAO-14-T4G

Control Activities

10. Management should design control activities to achieve
objectives and respond to risks.

11. Management should design the entity's information system
and related control activities to achieve objectives and respond
to risks.

12. Management should implement control activities through
policies,

Information and Communication

13. Management should use quality information to achieve the
entity’s objectives.

14. Management should internally communicate the necessary
quality information to achieve the entity's objectives.

15. Management should externally communicate the necessary
quality information to achieve the entity's objectives.

Monitoring

16. Management should establish and operate monitoring
activities to monitor the internal control system and evaluate the
results.

17. Management should remediate identified internal control
deficiencies on a timely basis.
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Control Environment

1.

Commitment to Integrity and Ethical Values

Elected officials of the Town of Zionsville (Town) take an oath of office to support the
Constitution of the United States of America and the Constitution of the State of Indiana,
which includes they will faithfully, impartially, and diligently discharge the duties of their
office according to the law and to the best of their ability. In addition to elected officials taking
an oath of office, they also adhere to many of the same guidelines outlined in the Town of
Zionsville Employee Handbook (Handbook).

Town employees are required to adhere to the Handbook. A copy of the Handbook is made
available to all employees upon hiring and is available through the town’s third-party payroll
vendor. The Handbook contains a listing of policies, procedures, and progressive discipline
action for employees. Violations of the Handbook are communicated to the employee either
verbally or in a formal written document. The Director of Finance and Records (DFR) is in
communication with Human Resources (HR) when noncompliance is noted and the DFR has
bi-weekly team meetings to discuss any deviations from policies.

The Handbook contains steps and procedures for complaints, including those including fraud
and abuse of policies, to be communicated without retaliation against the employees who
use the complaint process or who participates in the resolution of the complaint.

Employee disciplinary actions regarding integrity and ethical values are forwarded by elected
officials or department heads to HR for corrective action, including involuntary terminations.

Oversight

Per Ordinance No. 2016-20 and Indiana Code 5-11-1-27, the Town Council is the named
oversight body for establishing financial internal controls for the town. The town has
established an ordinance complying with the uniform internal control standards for Indiana
political subdivisions in accordance with Ind. Code 5-11-1-27(g) (see Controlling Ordinance
No. 2016-20, page 5).

Ind. Code 5-11-1-27(j) requires all material variances, losses, shortages, or thefts of town
funds or property be immediately reported to the Indiana State Board of Accounts. Because
the statute does not define ‘material’, State Examiner Directive 2015-6 provides all political
subdivisions must recognize that variances, losses, shortages, and thefts may occur and must
develop their own policy on materiality, which includes a materiality threshold at which point
the town would report incidents to the Indiana State Board of Accounts. The town adopted
Resolution No. 2016-24 regarding variance thresholds to the town and it defines a material
variance. A copy of Resolution No. 2016-24 may be found in Appendix A to this document.

The DFR has established written policies and procedures to oversee the receipt of payments
coming into the Finance Department of the town and other daily bookkeeping tasks. The town
has established a Municipal Action Center (MAC), where many citizen and customer payments
are initially collected. A copy of the internal control policies specific to the MACis included as
Appendix B to this document. Oversight is achieved by the establishment of internal controls
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incorporated into defined job descriptions, policies, procedures, and communication with
other elected officials and department supervisors.

Organizational Structure, Responsibilities and Authority

The Town of Zionsville, Boone County, Indiana (primary government) was established under
the laws of the State of Indiana and operates under a Town Councilform of government. In May
2014, under the authority granted by Indiana Code 36-1.5, Resolution No. 2014-11 was
adopted that merged the town and a township into one governmental unit. The reorganized
town structure called for the elected office of Clerk-Treasurer to be renamed Mayor as of
January 1, 2015. The duties of Clerk-Treasurer were delegated by the Mayor to the
Department of Finance and Records and the new Mayoral appointed position of DFR of
Finance and Records was created.

The town provides the following services: public safety, highways and streets, health and
social services, culture and recreation, public improvements, planning and zoning, general
administrative, and wastewater. The accounting policies of the town are in place to conform
with the Accounting and Financial Requlatory Reporting Manual prescribed by the Indiana
State Board of Accounts.

The town publishes on its website (https://www.zionsville-in.gov/444/Elected-Officials) a
listing of all elected and appointed officials.

The Department of Finance and Records’ organizational structure is as follows:

Mayor

Deputy Mayor

Director of Finance & Records

Deputy Director of Finance and PT Court

Accounting & Asset Accounting Specialist
Records 9P Administrator

Admiristrator Accounting Specialist

Information current as of December 2023
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Outlines of specific duties within the Department of Finance and Records and the MAC are
included in job descriptions and through informal procedures. The DFR, along with HR, have
developed written job descriptions for employees in the office. The written duties are
maintained by HR, but finance employees can obtain a copy through the DFR.

4. Recruiting, Development and Retention Policies

The Town Council and HR are responsible for ensuring staffing needs for the town are met
according to local, state, and federal guidelines. In addition, the Town Council and HR are
responsible for the coordination, development, and administration of personnel policies and
procedures relating to employment and benefits for employees of the town. The town’s
webpage allows potential employees to view available jobs and apply online (
https://www.zionsville-in.gov/Jobs.aspx). All new potential employee candidates must be
qualified and have the skills necessary to meet or exceed the requirements listed for the job
description. Prior to employment, individuals may be subject to pre-employment background
screening and/or a credit history check. Employees of the Department of Finance and
Records receive information via periodic training. The DFR attends training opportunities
available from the Indiana State Board of Accounts and Indiana Department of Local
Government Finance.

5. Internal Control Performance Evaluations and Accountability

Employees of the Department of Finance and Records have periodic performance reviews
conducted by HR. Town officials plan to implement quarterly reviews in the near future. The
DFR informally reviews the work of employees throughout the year and deviations from set
procedures and policies are addressed as needed. Follow-up actions for failure to adhere to
controls can result in written reprimands and possible termination.

The Town Council has engaged outside resources to systematically document internal
controls in this document and assist town officials with ongoing training and development of
procedures.

Risk Assessment

6. Risk Objectives

The DFR manages risk assessment by the continuing evaluation of established internal control
forms, policies, and procedures that have been put in place to oversee the objective(s) will be
met. Written employee job descriptions and employee evaluations ensure qualified
employees are retained as employees for the town. Many objectives are outlined in the
Accounting and Uniform Compliance Guidelines Manual for Cities and Towns (issued by the
Indiana State Board of Accounts), the Indiana Code, local ordinances and resolutions, and
grant agreements.

Risks associated with the safeguarding of assets within the Department of Finance and
Records are assessed by the DFR. Doors to the office are locked during non-business
hours. During the day, entry by non-employees is restricted by locked doors that can only
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be opened by office personnel. Cash risks are mitigated by the locking of cash bags in a safe
in a locked room.

Identification, Analysis and Response to Risk

Elected officials, department heads and supervisors will identify, analyze, and respond to the
risks related to achieving the defined objectives by management oversight and continued
evaluations of internal controls over objectives. Management will develop a specific solution
and action for each identified potential new risk and will update the corresponding written
policies, procedures, and internal controls for those new risks.

The DFR identifies risks to estimate the effect on achieving defined objectives. One example
involves signing (as approving and certifying) accounts payable vouchers. If accounts payable
vouchers are not properly documented with approval signatures, the DFR analyzes the
reasons for the departure from policy and communicates with the originator of the voucher
to correct the error.

The DFR responds to the risk of material variances or monetary losses by contacting the
Indiana State Board of Accounts as required by statute. The town defined material variances
in Resolution No. 2016-24 as $1,000 for cash items and $5,000 for non-cash items (see
Appendix A). Although it hasn’t occurred recently, any loss or shortage due to suspected
employee theft or misappropriation would be immediately reported to law enforcement and
the Indiana State Board of Accounts.

Fraud Considerations

Management is committed to fraud prevention by utilizing a “trust but verify” approach. The
potential for fraud, misappropriation and outright theft are contemplated as controls are
designed for various town departments. The DFR and employees of the department manage
fraud by continued oversight of day-to-day operations and formally and informally designed
policies and procedures. Additionally, management and the DFR are aware of and abide by
state statute requiring the reporting of material variances, losses, shortages, or thefts to the
Indiana State Board of Accounts (IC 5-11-1-27(j)) and also report misappropriation of funds
(IC 5-11-1-27(1)) to the Indiana State Board of Accounts and the Prosecuting Attorney.

Monitoring for Significant Changes to Risk

Personnel whose regular duties include having access to cash have taken the minimum
internal  control  training from the |Indiana State Board of Accounts
(https://youtu.be/LON8OPBbPHQ), either individually or during onboarding through HR.
Documentation of the training for newer employees is maintained in HR.

Management evaluates the current financial software for risks in recording, reporting, etc.
and determines if existing controls will continue to be effective and if new controls need to
be designed and implemented. Management is aware that changes in financial reporting
require a review of internal controls regarding the compilation of the town’s financial
statements.
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Control Activities

10. Control Activities Overview

Receipts — Departments Walk-in Payments

Citizens and customers can make payments to the town in various ways. Depending on the
service the citizen is requesting, they will need to go to the corresponding department. The
departments can accept check, money order or credit card payments. The town is no longer
accepting cash for walk-in payments. All departments will follow this process, except for the
Golf Course, Fire CPR, and Nature Center/Park Concessions. The exceptions will have their
own documented policy and procedures to follow. Each department will create their own
receipt batch for the month. The designated person responsible for taking payments for the
department will receipt the payment into KeyFund and print the customer a receipt. At the
end of the day, the person receipting the payments will print a Receipt Transaction Report
from KeyFund. They will review the report and match up the payments they have taken in
for the day and confirm the amounts agree to each other. The designated person will then
sigh and date the top of the report. The report and payments are to be given to the
Department of Finance and Records Accounting and Asset Administrator (AA Administrator)
no later than the next day. If by chance the designated person is unable to print the report
and verify the payments at the end of the day, they can give the payments to the Department
of Finance and Records for safekeeping overnight. The designated person will then complete
the process the next morning. The AA Administrator will verify the payments to the report,
then will also sign and date the report. The AA Administrator will make the deposit with the
bank. This process is for the payments that are taken from a walk-in customer.

Receipts - Departments Mailed/Dropbox Payments

Mail-in payments that go to the departments will also be given to the Accounts Receivable
Accounting Specialist (AR Specialist) to be receipted, along with payments collected from the
drop box. The only exception to this is wastewater payments. If wastewater payments are
put in the drop box, the Wastewater Billing Administrator will process them. The department
will complete a Report of Collections form for the payments received that day via mail or drop
box. The report and corresponding payments are to be given to the AR Specialist in the
Department of Finance and Records no later than the next business day. The AR Specialist
will receipt the payments in their daily batch. They will be part of the daily deposit process
that is documented in the next section, “Receipts (Finance & Records)”
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REPORT OF COLLECTIONS
TO: GindyR Foore
Director of Finanoe & Records
CEFT:
Collections.
for Period

Credit Card
Description Fund/line# Check Amount Amount

Total Amount Collected $000 $000

| here by cert iy that the foregoing is 3 Tue snd comect report of collections dus the above namad govemment unit br the
period shown

Dated this

Wy waR E=T)

Signaturs Title

The Official o whom the report is made must issue an ofiicial receipt ©r the collecfions remitied.

Receipts — Department of Finance and Records

The AR Specialist will receipt all incoming revenue daily into KeyFund, the town’s accounting
software, except for the customer walk-in payments received by the departments. The day’s
payments are to be placed in the safe within the Department of Finance and Records’ locked
safe room. The AR Specialist signs, then emails a copy of the Receipt Transaction List to the
AA Administrator. The next morning, the AA Administrator retrieves the previous day’s
payments from the safe and verifies everything with the Receipt Transaction List that the AR
Specialist emailed the day before. If everything is correct, the AA Administrator will also sign
the Receipt Transaction List and electronically file it on the F:/ drive in the designated folder.
Once these steps have been completed, the AA Administrator will deposit checks received
with the bank. This is generally done via deposit on site. The checks, Report of Collections,
credit card receipts, and the deposit on site report get bound together and filed in the bankers
box located in the Department of Finance and Records’ locked safe room

Receipts — Wastewater and trash payments

All Wastewater and trash payments received electronically, through the mail, or from the
drop box, are the responsibility of the Wastewater Billing Administrator and Wastewater
Executive Assistant. All payments are processed through Incode and recorded in Keystone.
Checks are scanned by the Wastewater Billing Administrator and deposited by remote
capture. All payments are included in accounting system reports that are printed, initialed by
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the Wastewater Billing Administrator, and reviewed/signed by the Wastewater Executive
Assistant.

Disbursements — Accounts Payable Vouchers (APV)

The support staff in each department handles the itemization of packing slips, and related
information and matches them to an invoice. Then, the department administrator/supervisor
prepares an electronic APV forms, chooses the appropriation accounts, scans the supporting
invoice and other documentation, and saves all the electronic information into a folder on the
town’s server. The DFR has access to the folder and the Accounts Payable staff member
enters the APV data into Keystone. It’s at this point a batch is created and APVs stay in the
batch until pulled into a Council Docket. The DFR, Deputy Director of Finance and Records, or
AA Accounting Administrator will check the APVs on the Docket for accuracy against the
original paperwork that was submitted from the department. The Docket is returned to the
departments to perform a review for accuracy.

After Town Council approval, checks are printed by the Accounts Payable Specialist, who
confirms they agree to the check register/docket and the listing is signed. Next, the checks
and register go to the AR Specialist for review/verification (by signature on the register).
Finally, the AR Specialist ensures the checks are mailed out to the payees. The checks are
electronically signed. Most outgoing payments are made by check, but some are made
electronically, and vendors can apply to have payments made to them via Automated Clearing
House (ACH). Paper check stock is maintained in numerical order in a locked room and the
DFR and Deputy Director have access.

Action Item: While the Department of Finance and Records has established internal controls
related to expense payment, most were not documented in writing. Best practices in
accordance with Indiana State Board of Accounts guidelines provide internal control policies
and procedures be documented in written form. All internal controls, policies, and
procedures regarding APV payments should be formalized in writing. The written controls
should not only include the procedures implemented, but also specifically provide for
oversight and review/approval processes, such as signatures, initials, etc. The written controls
should describe how evidence of oversight and approval will be documented and retained, as
this evidence will be what the Indiana State Board of Accounts will be concerned with during
an audit.

The Town Council adopted Ordinance 2018-03 on April 16, 2018, permitting certain expenses

to be paid in advance of council approval. A copy of Ordinance 2018-3 can be found in
Appendix C.

Disbursement — Procurement Cards

The town uses a Purchasing Card, or P-Card, to establish a more efficient, cost-effective
method of purchasing and paying for goods and services within established limits. The card
is used in a manner like a credit card. Employees can be issued P-Cards by contacting the P-
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Card Coordinator to obtain the necessary approval. Details and specific internal controls are
documented in the Purchasing Card Policy and Procedure Manual (Manual) published by the
town. The Manual is available to all town officials and employees. A complete copy of the
Manual was not included in this document due to its length.

PURCHASING CARD
POLICY & PROCEDURE MANUAL

0 l’),._
ZIONSVILLE

July 2020

Although the card is issued in the name of the town official/employee, it is the property of
the Town of Zionsville and is to be used only for official town business purchases. Personal
use of the card is prohibited.

As provided for in the Manual, purchases require detailed transaction documentation from
the vendor. The detailed receipt/invoice must be uploaded to the transaction on the
official’s/employee’s online purchasing card account. All receipts must be uploaded within
seven business days of the date the card was used.

Once information is uploaded and entered into the online purchasing website, the purchase
goes to the supervisor for approval. Once the supervisor approves, the transaction is
forwarded to the Purchasing Card Coordinator for processing and potential additional
approvals. All documents uploaded, reviews, and approvals are noted online.

The Manual contains policies and procedures to clearly document what a P-Card can be used
for and what it can’t be used for.

The P-Card issuer pulls money from a town bank account generally around the 25% of a
month. A payment on the 25" represents P-Card activity from the prior month.
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Disbursements - Payroll

Employees in the Finance Department clock into an electronic time clock through their payroll
software (ADP). Employees approve their own timecard, with the DFR performing a
subsequent review and approval. The DFR has a working knowledge of the work schedules of
employees and the review would quickly note any abnormalities and would prompt inquires
and resolutions before final approvals were given. An ADP report, prepared from data
collected from employee time clock entries, is generated by the Payroll Administrator, and
sent to the DFR and Deputy Director. The Deputy Director initiates a bank transfer from the
general and wastewater accounts to the payroll bank account. The Deputy Director prints
the transfer report, signs it, and forwards to the DFR. The DFR verifies the transfer amounts
and signs the report as approved. Verified and approved reports and receipts are maintained
in the Finance Department. Once approved, HR also reviews the payroll information and
authorizes ADP to process and pay employees. Payments are made by direct deposit; no
paper payroll checks are issued.

Procedures have informally been established for when changes to pay rates occur, like an
employee is promoted and receives a raise, or all employees are given an across-the-board
raise. For individual pay rate changes, the department supervisor submits a change of status
form to HR for the employee being promoted. HR enters it into the ADP system. After
entering, an electronic workflow is triggered that first goes to the department supervisor for
review and approval. From there, it's forwarded to the Director of HR for an additional
review/approval. Finally, the workflow goes to the Deputy Mayor for final review and
approval. For across-the-board pay raises, the Payroll Administrator enters the new pay
information into ADP. Once entered, the Director of HR reviews it for accuracy. After HR’s
review, each department supervisor reviews their department information to ensure it’s been
entered correctly.

If payroll adjustments are necessary, HR and the DFR can make changes (for example, if an
employee took a day of paid leave, but they ended up working that day instead), but once
changed, the employee has to go back into the payroll system and re-approve their timecard.
The ADP system is used to track employee paid leave accruals, leave taken off, and leave
balances.

Resolution 2014-11 concerning the reorganization of the town was adopted on May 20, 2014. It
provides, subject to Town Council approval via ordinance, the Mayor fixes the salary of each appointive
officer, deputy, and other employee of the town. The Town Council can reduce, but not increase, any
compensation fixed by the Mayor. Established salaries may be increased or decreased by the Mayor.
The Town Council fixes the salary for all elected officials each year. Elected official compensation cannot
be changed in the year for which it is fixed.

Action Item: While the Department of Finance and Records and HR have established internal
controls related to payroll, some were documented in writing and others not. Best practices
in accordance with Indiana State Board of Accounts guidelines provide internal control
policies and procedures be documented in written form. All internal controls, policies, and
procedures regarding payroll should be formalized in writing. The written controls should not
only include the procedures implemented, but also specifically provide for oversight and
review/approval processes, such as signatures, initials, etc. The written controls should
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describe how evidence of oversight and approval will be documented and retained, as this
evidence will be what the Indiana State Board of Accounts will be concerned with during an
audit. As of the date of this report, the DFR was already in the process of updating some
existing controls related to payroll and those written updates are expected to be completed
in the near future.

Bank Reconcilements

The AA Administrator is responsible for reconciling the town bank accounts to the accounting
ledger, with the Deputy Director of Finance and Records serving as the back-up. After
completion, the bank reconcilements are forwarded to the DFR for review and approval.
Reviews and approvals are documented be electronic signature as illustrated below:

Installed by the Town of Zionsville-2023 Page: 1
Mia Ril Dty senadty s Depository Statement and Cash Reconcilement Date : 05/25/2023 02:58:32 PM
: 5 BAN :
13 RIIEY b xasos Bank Rec. Batch - 16 RECSTHT IR
. — Bank - 16-PNC | SEWAGE CONSTRUCTION er B
Cindy R. pta e, FOR THE MONTH ENDING APRIL, 2023
Poore Date: 2023.0530
3010490 Penository Balance: 2020206.25
Deduct Outstanding
Warrants/Deposits:
CK=WARRANT
DATE WARRANT # NAME DEP=DEPOSIT AMOUNT
Qutstanding Deposits: 0
Outstanding Warrants: 1]
Net Depository Balance: 2020206.25
Subtract Deposits in Transit: 0.00
Add Cash on Hand: 0.00
Record Balance: 2020206.25

Compliance with Federal grant requirements

From time to time, the town receives grants and other financial assistance from the Federal
government. Federal grants have two compliance components —those common to all Federal
grants and those specific to an individual grant. For most Federal grant compliance
requirements, the town has informal policies and procedures in place, but these internal
controls are not in writing. For some other grant compliance requirements, controls have not
been implemented.

As an example, one compliance requirement common to most, if not all, Federal grant awards
is titled “Procurement and Suspension and Debarment”. Basically, if a grantee (town)
expends Federal dollars from a grant, they have a responsibility to ensure those payments are
made to entities/vendors who have not been suspended or debarred by the Federal
government from participating in Federal programs. To comply with this requirement, the
town would need to have controls in place to determine if an entity/vendor had been
suspended or debarred and would need to document how they accomplished that through
their established procedures.
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Action Item: Federal guidelines require grantees to establish and maintain effective internal
control over Federal awards that provide reasonable assurance that the grantee (town) is
managing the Federal award in compliance with Federal statutes, regulations, and the terms
and conditions of the Federal award. Best practices in accordance with Federal and Indiana
State Board of Account guidelines provide internal controls designed to ensure compliance
with Federal guidelines be documented in writing and provide a mechanism to capture,
record, and maintain evidence that the procedures were followed, and controls were working
as intended. This item will be very fluid and could vary based on the Federal grant. When a
Federal grant is awarded, the town should consult with the Federal grantor agency or local
pass-through entity to determine compliance requirements specific to their grant, followed
by design and implementation of written controls that address those requirements.

Accounting System

The Department of Finance and Records converted to Keystone accounting system in January 2023. The
system is designed so that certain people/positions can be granted certain permissions and
access. Finance duties are segregated as much as possible, so employees have access only to
the parts of the accounting systems that relate to their duties. Keystone is programmed so
users have their own unique logins and passwords.

11. Information System Control Activities Overview

As previously described, the town has used Keystone accounting software since January 2023.
This software is programmed for use by town governments in Indiana and is widely used. The
software requires employees to have their own password to log in along with other features.

12. Control Activity Policies

The Employee Handbook is available through the town’s third-party vendor payroll provider.
The Handbook is constantly evolving and is updated as changes are made and approved.
Changes are communicated to town employees through town-wide emails.

The Handbook contains policies and procedures regarding work hours and attendance;
absenteeism; remote work policy; nursing mothers; solicitation; professionalism;
compensation; paid time off and leaves of absence; and travel and training.

Information and Communication

13. Quality Information Policies

The Department of Finance and Records is current with appropriate state statutes and local
county ordinances.

Any changes in current statutes, regulations, grant requirements and local ordinances are
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14.

15.

discussed and reviewed as needed. The DFR (and sometimes staff) receives training and
updating from the Indiana State Board of Accounts, Indiana Department of Local Government
Finance, Accelerating Indiana Municipalities, and other professional associations, and Town
Attorney. The DFR will hold informal internal meetings as needed to discuss new
requirements, compliance issues, etc.

Internal Communication of Quality Information Policies

Dates, locations, agendas, and minutes of public meetings are posted on the town’s website.
Internally, emails are sent to provide reminders, solicit agenda items, and provide clarification
of the information provided. Interdepartmental and intradepartmental emails and
communication occur to share ideas, communicate important and sometime urgent
information, and other general items.

External Communication of Quality Information

External communication occurs during public meetings, various public reporting, and
electronic means.

External communication also occurs in reporting financial activity to various agencies. The
DFR is aware of various required financial reporting, however, internal controls over reporting
have not been established in writing. The Indiana Code requires electronic financial reporting
to the State. This is accomplished through the Indiana Gateway for Government Units
(Gateway), an online portal for all Indiana political subdivisions to report various items.
Established written procedures don’t exist for the uploading and reporting of the town’s
Annual Financial Report (AFR), including the Schedule of Expenditures of Federal Awards
(SEFA) into Gateway. The AFR is the source for the town’s financial statements that are
audited by the Indiana State Board of Accounts. Current informal procedures for the AFR
include the DFR and Deputy Director working together on submitting the report. In the past
couple of years, due to staffing turnover, the town has relied on their municipal advisor to
help review data entered into the AFR and then submitting it.

Action Item: Best practices in accordance with Indiana State Board of Accounts guidelines
provide policies, procedures, and controls be designed, documented in writing, and
implemented regarding the reporting of the AFR, including the SEFA. The written policies and
procedures should provide for oversight and review by someone not involved in the
uploading/inputting of data into the AFR.

As an example, the Deputy Director of Finance and Records could prepare the financial
information needed for the AFR and input it into Gateway. Then, prior to submission, the DFR
would review the AFR data, looking for errors, incomplete data, etc. Any errors or corrections
should be documented in writing. Once the DFR has reviewed the AFR and had any questions
or concerns addressed, the DFR would document, in writing, the AFR has been reviewed and
is ready for submission. Such documentation could be initialing a draft hardcopy of the AFR,
or signing a written document stating the AFR has been reviewed and is correct to the best of
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their knowledge. To assist with establishing this procedure, we recommend using the forms
illustrated in Appendices D-E (or similar ones adapted by the Town) to document the
completion of the entry of financial data (and by whom) with oversight/review. The AFR,
including the SEFA, could then be submitted within Gateway. The forms in Appendices D-E
could be presented to the Indiana State Board of Accounts during subsequent audit
engagements to document the internal controls established are taking place.

In addition to the AFR, each month other financial data is required to be uploaded into
Gateway. Also, at the end of each year, annual financial data (data not included in the AFR)
is required to be uploaded into Gateway. A listing of the various data and reports required to
be uploaded can be found in the Gateway User Guide for Monthly and Annual Engagement
Uploads. Currently, the Deputy Director is tasked with these uploads, and the DFR’s plans are
for the AA Admin to take over those duties in the near future. However, procedures for these
monthly and annual uploads are not documented in writing.

Action Item: Best practices in accordance with Indiana State Board of Accounts guidelines
provide written internal controls be established and implemented to ensure compliance with
the State’s requirement to submit the necessary reporting to Gateway on a monthly and
annual basis. The written controls should provide for documented oversight and review prior
to upload. For example, Employee A could prepare the documents to be uploaded, and
Employee B would review the documents for accuracy and completeness prior to submission.
The oversight review by Employee B should be documented in writing as evidence the internal
controls and procedures are being followed. The form in Appendix F (or similar adaptation)
could be used to document the internal control of creating the financial data occurs (and by
whom) and said data was reviewed and approved prior to uploading in Gateway. It will be
this documented evidence of internal control implementation that the Indiana State Board of
Accounts will be interested in during an audit.

Another aspect of external communication is financial reporting of grant activity to grantor
agencies. All grants the DFR is aware of are reported monthly, quarterly and/or annually as
required. Grant applications are completed, and grant reporting is submitted to the
appropriate authorities/agencies. However, written internal controls have not been
established to segregate the preparation and submission of required reporting.

Action Item: Best practices in accordance with Indiana State Board of Accounts guidelines
provide the DFR develop, in writing, and implement internal controls for grant reporting to
ensure timely and accurate reporting. The written controls would segregate report
preparation from oversight and review. For example, Employee A could prepare a grant
report. Then Employee B could document their review of the report, noting any errors and
error corrections. Once determined to be correct and Employee B’s approval was
documented, the grant report could then be submitted to the proper authorities. A written
form could be developed by the DFR to document the preparation of grant reporting by an
employee(s) and the subsequent review and approval by a person(s) not involved in the
generation of the report. Such a form would be retained as evidence for an audit that duties
were segregated, and a system of oversight and approval existed. This documented evidence
would be what the auditors from the Indiana State Board of Accounts would be interested in.
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Monitoring

16.

17.

Ongoing monitoring activities

The DFR reviews accounts payable vouchers, payroll, bank reconcilements, and other items
at different times and intervals as previously described. Any issues noted are addressed
quickly. The DFR also monitors the activity of office personnel and will take appropriate action
for noncompliance with established policies. The DFR is updating existing protocols and
implementing new procedures as needed to ensure controls are sufficient.

Remediation of internal control deficiencies

The DFR will all act to remediate either internally or externally (Indiana State Board of
Accounts audit finding) noted internal control deficiencies on a timely basis and update the
current internal control structure to eliminate the identified deficiency. This will be
accomplished through adherence to existing internal controls which are designed to identify
deficiencies, managements daily oversight, and monitoring and communication designed
internal controls.

The Town Council oversees the design, implementation, and operation of internal controls.
No individual or department has absolute responsibility over internal control procedures.
Failure of internal controls must be mitigated through collaborative communication between
elected officials and employees.
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Appendix A: Materiality Threshold Resolution No. 2016-24

RESOLUTTON NO. 2016-_24
OF THE TOWN OF ZIONSVILLE

A RESOLUTION REGARDING VARIANCE THRESHOLDS APPLICABLE TO THE
TOWN OF ZIONSVILLE

Whereas, IC 5-11-1-27(j) requires erroneous or irregular material variances, losses,
shortages, or thefts of political subdivision funds or property shall be reported
immediately to the State Board of Accounts; and

Whereas, State Examiner Directive 2015-6 directs each political subdivision to determine
its own policy on materiality; and

Whereas, the Town of Zionsville does not condone any erroneous or irregular variances,
losses, shortages, or thefts of political subdivision funds or property but recognizes that
relatively small items may not justify the cost of the invelvement of the State Board of
Accounts; and

Whereas, the Director of Finance and Records has issued a directive, attached hereto as
Appendix A, stating a policy on materiality and a process for reporting material items:

MNow, therefore, be 1t resolved:

Section 1, The Town Couneil of the Town of Zionsville hereby endorses the Director of
Finance and Records declaration, attached here to as Appendix A and incorporated herein
by reference, regarding a policy on materiality and a process for reporting material items.

Section 2. The Town Council of the Town of Zionsville calls upon the Director of Finance
and Records and all Town of Zionsville officials, employees, and agents to enforce and
comply with the policy on materiality and process for reporting material items and to
report noteworthy items to the Deputy Mayor.

Section 3. The Town Council of the Town of Zionsville directs its Deputy Mayor to
monitor, as it deems necessary, compliance with the policy on materiality and process for
reporting material items and report noteworthy items to the Town of Zionsville Town
Couneil.

Section 4. The Town Council of the Town of Zionsville asks the Director of Finance and
Records to advize the Town of Zionsville Town Council of any changes in the policy on
materiality and process for reporting material items.

Section 5. This Resolution shall be in full force and effect upon its passage and signing
by the Mayaor.
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Appendix A: Materiality Threshold Resolution No. 2016-24

2016 -2Y

DULY PASSED AND ADOPTED this 312" day of £JAmher 2016, by the Town Council
of the Town of Zionsville, Boone County, Indian, having been passed by a vote of é in favor
and & opposed:

TOWN COUNCIL OF THE TOWN OF ZIONSVILLE,

BOONE COUNTY, INDIANA
YAY NAY
Signature B Signature

Susana Suarez,
President
Elizabeth Hopper,
Vice President
Kevin Spees,
Member
Bryan Traylor,
Member

Th Schuler, s

ol e T
Jeff Papa ° " ~
Member’ W /1/\4

Josh Garrett,
Member

I hereby certify that the foregoing Resolution was delivered to Town of Zionsville
Mayor Timothy R. Haak on the 3/57 day of /= 2016, at // ¥ Am.

ATTEST:

Amelia Anﬁ’é.Lacy, Dfrector
Department of Finance and B€cords

MAYOR’S APPROVAL

"'7/;4/\4 /.31 zoi,

Timothy R. Haak, Mayor DATE

MAYOR’S VETO

Timothy R. Haak, Mayor DATE
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Appendix A: Materiality Threshold Resolution No. 2016-24

Appendix A

Town of Zionsville
Policy on Materiality and Process for Reporting Material Items

For purposes of establishing a materiality threshold and reporting of material variances to the State
Board of Accounts, the following shall serve as the Town of Zionsville’s (the “Town™) materiality
policy,

Section 1. All erroneous or irregular variances, losses, shortages, or thefts of the Town subdivision
funds or property, or funds or property the Town holds in trust, shall be reported to the Director of
Finance and Records (the “Director”) or their designee promptly.

Section 2, Within 60 days of being reported to the Director, the Director must report to the State Board
of Accounts any erroneous or irregular variances, losses, shortages, or thefts of cash in excess of one
thousand dollars ($1000), except for inadvertent clerical errors that are identified timely and promptly
corrected with no loss to the Town,

Section 3. Within 60 days of being reported to the Director, the Director must report to the State Board
of Accounts any erroneous or irregular variances, losses, shortages, or thefts of non-cash items in
excess of five thousand dollars ($5,000), estimated market value, except for those resulting from
inadvertent clerical errors or misplacements that are identified timely and promptly corrected with no
loss to the Town, and except for losses from genuine accidents.

Section 4. Town personnel are responsible for completing the following steps for each report filed
under Section 2 and Section 3:

A, All erroneous or irregular variances, losses, shortages, or thefts, regardless of dollar amount,
will be tracked and maintained by the Director. Town’s Deputy Mayor shall review the
spreadsheet on a monthly basis.

B. The Director or his/her designee will perform appropriate procedures based on his'her sole
discretion which may include, but are not limited to the following:

i Confirming the dollar value of the variance, loss, shortage, or theft,

ii. Obtaining relevant documentation supporting the variance, loss, shortage, or
theft.

iii. Implementing internal control procedures to mitigate any risks identified as a

result of the variance, loss, shortage, or theft,

Section 5. All Town elected officials are asked, and all Town of Zionsville employees and agents are
directed, to comply with this policy, and the Town of Zionsville Town Council is asked to endorse it.

Executed this_3/s¢  day of (Zddaber | AL10 .

Amelia .-"'mne Eu:y, y
Department of Finance and Records
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Appendix B: Ordinance No. 2018-03 Allowing Payment In Advance

ORDINANCE NO. 2018 - _03___
OF THE TOWN OF ZIONSVILLE, INDIANA

AN ORDINANCE TO AMEND ORDINANCE 2008-10 TO ALLOW THE ZIONSVILLE
DIRECTOR OF FINANCE AND RECORDS TO MAKE CERTAIN CLAIM PAYMENTS
IN ADVANCE PURSUANT TO INDIANA CODE § 36-5-4-12

WHEREAS, The Town of Zionsville adopted Ordinance 2008-10 on June 2, 2008 to vest
in the then Zionsville Clerk-Treasurer the authority to make certain claim payments in advance
pursuant to Ind. Code § 36-5-4-12; and

WHEREAS, Ind. Code § 36-5-4-12 allows the Town Council to adopt an ordinance
allowing money to be disbursed by the Director of Finance and Records to disburse money for
preapproved payments of claims for any lawful town purposes; and

WHEREAS, the Town Couneil believes that such autharity shall assist the Town in timely
paying for services and poods, create cost savings for the Town, and foster better working
relationships with vendors and service providers.

NOW, THEREFORE, BE IT ORDAINED AND ENACTED by the Town Couneil of
the Town of Zionsville, Indiana that;

Section 1, Repeal and Replace. Ordinance Mo. 2008-10 is hereby repealed and
replaced with the following.

Section 2. Authority for Advanced Claim Payments. The Director of Finance and
Records and/or histher designee shall have the authority to make claim payments in advance of
approval from the Town Council for the following types of expenses:

a. Property or services purchased or leased from:
i the United States government; or
ii. an agency or a political subdivision of the United States government.
b. License fees or permit fees.
G. Insurance premiums.
d Utility payments or utility connections charges.
e, Federal grant programs if:
i advanee funding iz not prohibited; and

ii. the contracting party provides sufficient security for the amount advanced.
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Appendix B: Ordinance No. 2018-03 Allowing Payment In Advance

f Grants of state funds authorized by stut‘ute.

g Maintenance agreements or service agresments.

h Lease agreement or rental agreements.

i Principal and interest-payments on bonds.

i Payroll.

k State, federal, or county taxes.

l. Expenses that must be paid because of emergency circumstances,
m.  Expenses described in an ordinance.

Sectjon 3. Expenses Described in Ordinance, The Director of Finance and Records
andfor his/her designee shall additionally have the authority to make claim payments in advance
of a board allowance for the following expenses:

a. Credit card payments.

b, Line of credit payments.

. Payments to vendors for routine parts and supplies.

d. Payments for clerical and administrative supplies.

e, Payments for gasoline and vehicle maintenance services and supplies.

f Claims to the state of Indiana for the amount of any sales tax and excise tax due to
the State of Indiana on the Town’s gross retail income derived from fumishing,
preparing, serving and selling food and beverages pursuant to LC. 6-9-35.

g. Year End Advance Claim Payments. The Director of Finance and Records is
authorized and directed to disburse money from Town funds to pay claims in
advance, by December 31 of each calendar year, for expenses of the type listed in
LC. 36-5-4-12(b), which have besn submitted to and received by the town, are
supported by a fully itemized invoice or bill, have been certified by the Director of
Finance and Records, and are included in and capable of being paid under the
Town’s then current approved budget.

Section4.  Documentation of Claims. The Director of Finance and Records shall
ensure that each payment of expenses paid in advance shall be supporied by a fully itemized
invoice or bill and certification by the Director of Finance and Records.

Section 5. Council Review of Claims. The Town Council shall review and allow the
claim at the Council’s next regular or special meeting following the preapproved payment of the
expense.
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Appendix B: Ordinance No. 2018-03 Allowing Payment In Advance

ORDINANCE #2018-03

Section 6. Construgtion of Clause Headings. The clause headings appearing herein
have been provided for convenience and reference and do not purport and shall not be deemed to

define, limit or extend the scope or intent of the clause to which they appertain.

Section7.  Repeal of Conflicting Ordinances. The provisions of all other Town

ordinances in conflict with the provisions hereof, if any, are of no further force or effect and are
hereby repealed.

Section 8. Severability. If any part of this Ordinance shall be held invalid, such part
shall be deemed severable and the invalidity thereof shall not affect the remainder of this
Ordinance.

Section9.  Duration and Effective Date. The provisions of this Ordinance shall
become effective immediately and remain in full foree and effeet until repeal by ordinance.

DULY PASSED AND ADOPTED this /¢ #day of Ao/ , 2018, by the
Town Council of the Town of Zionsville, Boone County, Indiana, having been passed by a vote of

f‘z in favor and 77 opposed.

TOWN COUNCIL OF THE TOWN OF ZIONSVILLE,

BOONE COUNTY, INDIANA.
YEA NAY
| S'!H_a_JIHm
Josh Garrett, %E%E
President i
Bryan Traylor,
Vice President -
Kevin Spees, o
IMember
Thomas Schuler,
Member

Jason Plunkett, ]
Member h— 7
Elizabeth Hopper
Member .

Susana Suarez,
Member
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Appendix B: Ordinance No. 2018-03 Allowing Payment In Advance

I hereby certify that the foregoing Resolution was delivered to Town of Zionsville Mayor
Timothy R. Haak on the __/Z Zbday of _, g;ﬂd 2008, 8t _FoFo A4 m.

Timothy R. Haak, Mayor Date
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Appendix C: Documentation of Annual Financial Report Preparation

Town of Zionsville
Department of Finance and Records

Documentation of Annual Financial Report Preparation & Review Prior to Submission in Gateway

The below fems are necassary for reparting In the Town's Annual Finzncial Repot (AFR). The Town's tnancia
statements will be compiled by the Stale Board of Accounts based on the Information reported In the AFR. These
ff=ms have besn completad by assigned personnel (25 noted), Inpat Into the AFR, and reviewsd/aporoved oy
management (signature below). All fems have besn congidered. Those tems not 2ppicable to the Town far the
repodting year have baen marked "na”

Reported in the
AFR

irbals o nEms of emplopss

All lund narmes and numbers are cormeclly repored

Each fund's inancial activily agrees o the Tosn's General Ledger

Receipis and receipt cafegones agres o the leager

Disbursements snd disbusement categomes agree o the ledger

Cash balances of indhvidus! finds agree fo the ledger

Baginning cash balances of indivdual funds egual ending caah balances frem the prior ending yes|

Funds with deficil cash balances are idenlified and reason for deficil known

Other Post Employment Benefits {OPEB) have been correctly identified

Cash transfers infoul of individual funds agree in lofal (ransfers in = ransfer oul)

Capital assel informafion agrees lo delailed capilal assel records

Accounts recevables/payables are accurately repored

Documendation exisla o suppaiT amow reportad

All debl, incleding leases, has been accurately repored in the debt schedule

Pension information has been included and is correct

All of the following (that apply) have been correcily reported

Tax abatements, bolh direcd and ndbrect

Significant confingent kahwlihies

Significant commifments

Joirl veniives

Refafed parhes

Candul debi

Haiduig corparahans

Redeveiopmen! autharhes

Land bamks

Amy inancial assistance provided o non-gowermmental entihes has been accurately reported

The minmum internal control siandards have been adopted

All personnegl defined in 10 5-11-1-327{C ) have received fraining on intemal controds

Docurmeniahon mosls for dannung

| have reviewad and approved the financial infommation indicated above that has been preimmanty enfered into the:
AFH within Gateway. The AFR Can now be submitted to the Siate as required

Oifcial signature:

Diarter
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Appendix D: Documentation of SEFA Preparation

Town of Zionsville
Department of Finance and Records

Documentation of compilation of the Schedule of Expenditures of Federal Awards (SEFA)

The below tems are necassary for reporting in the Schedule of Expenditures of Federal Awards, including
notes to the SEFA. These items have been completed by assigned personnel {as noted) and reviewed
approve by management (signature below). The SEFA is compiled from data entered info the "grants'
seclion of the Annual Financial Report (AFR) 1o be submitted in Galeway.

Schedule of Expenditures
of Federal Awards
and Motes

{inaials ar narme ol emgloye:)

All programs with federal expenditures during the yaar have bean inchided
Hrogram names and assistance ishing numbers are cormect 1or each award.
Pass-through entity 15 comeclly identihad, If applicable.

Aweard s reported as a diredt award, if applicable.

Fass-through entity 15 comectly identified, if applicable.

Pass-through identifying numbers are reported correctly.

Total federal awards expended are properly reported for each projectprogram.
Amounts passed to subrecipients are properly reparied for each program.

All amounts are properly subtolaled and tofaled.

Motes are appropriate and reflective of the County's policies and procedures.

I have reviewed and approved the following information included within the Schedule of Expendituras of
Federal Awards. The SEFA can now be reported in the AFR submitied to the Indiana Gateway for
Governmental Units {Gateway)

Management Approval

Schedule of Expenifures of Federal Awards
Motes to the Schedule of Expendifures of Federal Awards

Official signature;

Date:
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Appendix E: Documentation of Monthly Uploads

Town of Zionsville

Department of Finance and Records
Documentation of Monthly Uploads to Gateway

The State Board of Accounts requires cerain data to be uploaded into Gateway each month. The below repons/documents are required for upload
When uploaded, the person perfoming the upload wall initial and date when the information is ready to be submitted. Prior to upload, another person will
review/approve the material and initial and date when complete. Af that time, the uploads can be made in Gateway

Beadline Fund Report Bank Reconciliations Minutes of Meetings
for Uploaded Reviewed Uploaded Reviewed Uploaded Reviewed

Upload By Date By Date By Date By Date By Date By Date

January Mar 15

February APF 15

March May 15

Apnl i 15

Mav Jul g

June Augag

July SEp 15

August Oct 15

September Nov ag

October Dec 15

Nm'emher Aavy 14

December Feh 15
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B59595

STATE BOARD OF ACCOUNTS
302 West Washington Street
Room E418
INDIANAPOLIS, INDIANA 46204-2769

SUPPLEMENTAL COMPLIANCE REPORT
OF
TOWN OF ZIONSVILLE
BOONE COUNTY, INDIANA

January 1, 2021 to December 31, 2021
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CHIEF FINANCIAL OFFICER
TOWHN OF ZION3VILLE
AUDIT RESULTS AND COMMENTS

INTERNAL CONTROLS

Caondition amnd Cantext

Proper internal controls were not in place over cash and investments, disbursements, and financial

close and reporting. The following issues were identified:

Cash and Imvestments

One employee was responsible for completing the monthly bank reconcilements without
evidence of an internal control, such as an oversight, review, or approval process, 1o ensure
accuracy. This led to instances of bank reconcilements not being completed timely and
reconcilements not being completed accurately.

Disbursements

Effective internal controd procedures related to disbursements had not been established. The
internal controls in place were not effective to detect disbursements that were missing sup-
porting documentation, disbursements that were not approved by the Town Council, and trans-
actions that were not disbursed from the appropriate fund.

Financial Close and Reporting

The Town had not established effective internal controls over the accuracy and timeliness of
the financial information entered into the Indiana Gateway for Government Units (Gateway)
financial reporting system, which was the source of the Annual Financial Report (AFR) and
financial statement. One employee prepared and submitted the AFR in Gateway without ewvi-
dence of an internal contrel, such as an oversight, review, or approval process, 1o ensure
completeness and accuracy.

Cniferia

The Indiana State Board of Accounts (SBOA) ks required under Indiana Code 5-11-1-27(e) to define

"Control activities are the actions and tools established through policies and procedures that
help to detect, prevent, or reduce the identified risks that interfere with the achievement of
objectives. Detection activities are designed to identify unfavorable events in a timely manmer
whereas prevention activities are designed to deter the occurrence of an unfavorable event.
Examples of these activities include reconciliations, authorizations, approval processes, perfor-
mance reviews, and verification processes.

An integral part of the control activity component is segregation of duties. . . .
There s an expectation of segregation of duties. If compensating conlrols are necessary,

documentation should exist to identify both the areas where segregation of duties are not
feasible or practical and the compensating controls implemented to mitigate the rsk. . . "

INDIANA STATE BOARD OF ACCOUNTS

the acceptable minimum level of intemal control standards. To provide clanfying guidance, the State
Examiner compiled the standards contained in the manual, Uniform infernal Control Standards for Indiana
Political Subdivisions. All political subdivisions subject to audit by SBOA are expected to adhere o these
standards. The standards include adeguate control activities. According to this manual:
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CHIEF FINAMCIAL OFFICER
TOWN OF ZIONSVILLE
ALIDIT RESULTS AMD COMMENTS
(Continued)
OVERDRAWN CASH BALANCES
Condition and Context

The cash balances of the following funds were overdrawn, as summarized below:

Amount
Fund Overdrawn
Payrall E: {752,805)
OCDETF-Task Force {DEE)
Creekside Allocation Fund (47,681)

Crteria

The cash balance of any fund may not be reduced below zero. Routinely overdrawn funds could
be an indicator of serous financial problems which should be investigated by the unit. (Accounting and
Uniferm Compliance Guidelines Manual for Cities and Towns, Chapter 1)

BANK ACCOUNT RECONCILIATIONS
Condition and Cantext

An overall bank reconciliation to balance all the bank accounts to the total cash and investrment
balance was not performed. Individual bank account reconcilements were not being completed timely
throughout the audit period. The bank account used for payroll was not being reconciled, and there were
unidentified posting emaors causing a cash long difference of 51,034,014 in relation to the reported Payroll
fund balance of ($752,805) at December 31,2021, Town funds that reconcile to the primary bank account
contained posting errors in receipts totaling $513,655, causing the receipt amount reported in the financial
statement to be understated. Additionally, the bank reconcilements contained other reconciling items that
could not be verified.

Criteria

Indiana Code 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.”

All financial transactions pertaining to the unit must be recorded in the records of the unit at the
time of the ransaction. (Accounting and Uniform Compliance Guidelines Manual for Cities and Towns,
Chapter 1)

ERRORS ON CLAIMS
Condition and Context

We identified numerous issues in disbursements related to a lack of supporting documentation and
a lack of proper approval of disbursements as noted below:

INDIANA STATE BOARD OF ACCOUNTS “
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CHIEF FINANCIAL OFFICER
TOWHN OF ZIONSVILLE
AUDIT RESULTS AND COMMENTS
(Continued)

1. A disbursement for $22 062 dated December 7, 2021, was processed and paid, but had
not been approved by the Town Council prior to disbursement. The disbursement did not
appear on the Allowance of Accounts Payable Youcher listing for Town Council approval
until December 20, 2021.

2. The Town was unable to provide supporting documentation for a disbursement dated
January 28, 2021, in the amount of $4 557

3. A disbursement dated April 15, 2021, in the amount of 5182 374 for contractual services
for construction for the park was mot included on an Allowance of Accounts Payable
Voucher listing and was not approved by the fiscal officer or the Park Board.

4. A disbursement dated April 30, 2021, in the amount of $10.236 for car leases that was not
included on an Allowance of Accounts Payable Voucher listing and was not approved by
thie fiscal officer or the Town Council.

5. A disbursement dated April 12, 2021, in the amount of $100,000 appeared on the
Allowance of Accounts Payable Voucher listing that was approved by the fiscal officer and
Town Council at an incormect amount of $10,000.

6. Twelve of the thineen payroll claims tested were not approved by the fiscal officer or the
Town Council. In addition, the payroll claims were not included on the Allowance of
Accounts Payable Voucher listing.

7. Aduplicate disbursement dated July 1, 2021, in the amount of $94,000 for Union Township
of Boone County Building Corporation was recorded using JE 101580, The disbursement
was not included on an Allowance of Accounts Payable Voucher listing and was not ap-
proved by the fiscal officer or the Town Council.

8. Disbursements totaling $82,065 wene onginally approved by the Town Council to be dis-
bursed from the Town Hall Improvement fund. Howewver, these disbursements were later
moved from the Town Hall Improvement fund to the MYH fund ($55,000) and the
Cumulative Capital Development fund ($27 065) without Town Council approval. Of the
327 065 transferred to the Cumulative Capital Development fund, $3.238 in disbursements
were subsequently moved back to the Town Hall Improvement fund without Town Coundil
approval.

9. Disbursements wera made from the Town Hall Improvement fund totaling 205,585 in 2021
that were for expenses related to a town hall renovation project. However, the Town
Council did not approve any appropriations for this fund.

Criteria
Indiana Code 5-11-10-1.6 states in part:

*...(b) As used in this section, ‘claim’ means a bill or an invoice submitted to a governmantal
entity for goods or services.

(c) The fiscal officer of a governmental entity may not draw a warrant or check for payment of
a claim unless:

(1) there is a fully itermized invoice or bill for the claim;

INDIANA STATE BOARD OF ACCOUNTS
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CHIEF FINANCIAL OFFICER
TOWN OF ZIONSVILLE
ALIDIT RESULTS AND COMMENTS
(Continued)

(2) the invoice or bill is approved by the officer or person receiving the goods and services,
(3) the invoice or bill is filed with the governmental entity's fiscal officer;

(4) the fiscal officer audits and certifies before payment that the invoice or bill is true and
correct, and

(5) payment of the claim is allowed by the governmental entity's legislative body or the
board or official having jurisdiction over allowance of payment of the claim. . _ .

(d) The fiscal officer of a governmental entity shall issue checks or warrants for claims by the
governmental entity that meet all of the requirements of this section. The fiscal officer does not
imcur personal liability for disbursements:

(1) processed in accordance with this section; and

(2) for which funds are appropriated and available. . . *

MVH FUND - USE OF FUNDS

Condition and Caontext

§75,000 was disbursed from the MVH fund to pay for expenses related to a town hall renovation
project.

Criteria

Sources and uses of funds must be limited to those authorized by the enabling law, ordinance/
resolution, or grant agreement. (Accounting and Uniform Compliance Guidelines Manual for Cities and
Towns, Chapter 1)

Indiana Code B-14-1-5{a) states:

"Subject to subsection (c), all funds allocated to cities and towns from the motor wehicle
highway account shall be used by the cities and towns for the construction, reconstruction,
preservation, repair, maintenance, oiling, sprinkling, snow removal, weed and tree cutting and
cleaning of their highways as herein defined, and including also any curbs, and the city's or
town's share of the cost of the separation of the grades of crossing of public highways and
railroads, the purchase or lease of highway construction, preservation, and maintenance
equipment, the purchase, erection, operation and maintenance of traffic signs and signals, and
safety zones and devices, and the painting of surfaces in highways for purposes of safety and
traffic regulation. All of such funds shall be budgeted as provided by law."

ELECTRONIC PAYMENTS
Condition and Cantext
The credit card claims for the monthly amounts due for the purchasing card statements were paid

automatically through electronic funds transfer. Howewver, the Town had not adopted an ordinance that
would permit payment of credit card claims electronically.

INDIANA STATE BOARD OF ACCOUNTS E
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CHIEF FINANCIAL OFFICER
TOWM OF ZIONSVILLE
AUDIT RESULTS AMD COMMENTS
(Continued)

Criteria
Indiana Code 36-1-8-11.5 states:

“(a) Asused in this section, "electronic funds transfer' means any transfer of funds, other than
a fransaction originated by check, draft, or similar paper instrumenit, that is initiated through an
electronic terminal, telephone, or computer or magnetic tape for the purpose of ordering,
instructing, or authorizing a financial institution to debit or credit an account.

(b) The fiscal body of a political subdivision or the board of a municipally owned utility may
adopt a resolution to authorize an electronic funds transfer method of payment of claims. Ifa
proper body adopts a resclution under this subsection, the political subdivision or municipally
owned utility may pay money from its funds by electronic funds transfer.

e} A poliical subdivision or municipally owned utility that pavs a claim by electronic funds
transfer shall comply with all other requirements for the payment of claims by political sub-
divisions or municipal wtilities.™

PURCHASING CARD TRANSACTIONS
Condition and Context

Purchasing cards wera used to pay for the following items:

1. Eleven gift cards to various restaurants totaling $260, each gift card was in the amount of
520 or $25.

2. There were seven charges of $15 000 each, made for monthly legal fees paid to the Town's
attormey.

The purchases were not in compliance with the policies and ordinances adopted by the Town
Council.

The Town of Zionsville Purchasing Card Policy and Procedure Manual dated July 2020 states in
part:

“The Town Purchasing Card may not be used to purchase items that are not in accordance
with the Town of Zionsville's payment and procurement rules and regulations. The following
list provides examples of unallowable/excluded purchases. This list is not intended to be a
complete list of unallowable/exciuded purchases that can be made with the Purchasing Card
but is provided to assist you in determining a general idea of unacceptable transactions. If you
are uncertain whether a purchase is allowable on the Purchasing Card, contact your
Department andfor Purchasing Card Coordinator.

Unallowable/Excluded Purchases Descriptions:
= Cash Advances

s Gift Cards

INDIANA STATE BOARD OF ACCOUNTS n
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CHIEF FINANCIAL OFFICER
TOWHN OF ZIONSVILLE
AUDIT RESULTS AND COMMENTS
{Continued)

+« Entertainment

« Personal lems .. "

The Town approved Ordinance 2020-07, dated August 17, 2020, to authorize the use of Purchasing
Cards states in part: “The purpose of a purchasing card program is to provide an efficient, cost-effective
method of purchasing and paying for small-dollar as well as high-volume purchases. . . ~°

Criteria

Each unit is responsible for complying with the ordinances, resolutions, and policies it adopts.
(Accounting and Uniform Compliance Guidelines Manual for Cities and Towns, Chapter 1.)

Credit cards must not be used to bypass the accounting system. One reason that purchase orders
are issued is to provide the fiscal officer with the means to encumber and track appropriations to provide
the governing body and other officials with timely and accurate accounting information and monitoring of
the accounting system. (Accounting and Uniform Compliance Guidelines Manual for Cities and Towns,
Chapter 1)

SUPPLEMENTAL SCHEDULES IN ANNUAL FINANCIAL REPORT
Condition and Context
The supplemental schedules included in the Annual Financial Report, as originally reported on the
Indiana Gateway for Government Units financial reporting system, contained numerous emmors and/or were
not supported by the Town's records.

The Town was unable to provide a capital asset listing to support the values reported in the
Schedule of Capital Assets.

The Town did not accurately report the ending principal balances, and principal and interest due
within one year for debt in the Schedule of Leases and Debt

The Town was unable to provide supporting documentation for the amounts reported in the
Schedule of Accounts Payable and Accounts Receivable.

Criteria
Indiana Code 5-11-1-4(a) states:
“The state examiner shall require from every audited entity financial reports covering the full
pericd of each fiscal year. These reports shall be prepared, verified, and filed with the state
examiner not later than sixty (60) days after the close of each fiscal year. The reports must be

in the form and content prescribed by the state examiner and filed electronically in the manmner
prescribed under |C 5-14-3.5-T7 "

INDIANA STATE BOARD OF ACCOUNTS -
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CHIEF FINAMCIAL OFFICER
TOWN OF ZIONSVILLE
ALDIT RESULTS AMD COMMENTS
(Continued)
MONTHLY AND ANNUAL ENGAGEMENT UPLOADS TO GATEWAY
Condition and Context
Monthly bank statements. bank reconciliations, and cutstanding checklists were not uploaded to
the Indiana Gateway for Govemnment Units (Gateway) financial reporting system for 14 of the 17 bank
accounts for April to December 2021. Minutes of the Town Council meetings were not uploaded to Gateway
for any of the maonths in 2021. The monthly funds ledger summarizing total receipts, disbursements, and
beginning and ending balances by fund were not uploaded to Gateway for April to December 2021,

The Town is also required to upload various documents on an annual basis. The following docu-
ments were not uploaded in Gateway for 2021:

= Year-end Investment Statements (for Town Treasurer)
= Dwetail of receipt activity

» Detail of disbursement activity

= Current Year Salary Ordinance and Amendments

= Annual Vendor History Report

« Annual Funds Ledger (beginning balance, receipts, disbursements. and ending balance by
fund)

= Annual Payroll History Report - without 358
= Court Fund Subsidiary Detail (as of 12-31)
Criteria
This amended directive is effective starting with December 2020 monthly files. The upload of
December 2020 monthly files will be due February 15, 2021, and by the 15th of each month thereafier

unless the State Board of Accounts (SBOA) establishes a different date. This is effective for 2020 annual
files which will be due for upload March 1, 2021, for calendar year end units. . . . Thereafter, annual files
must be uploaded no later than March 1st . . . for the prior year end unless the SBOA establishes a different
date. _ ..

The following files and governmental unit information are reguired to be uploaded monthly by all
units except as noted:

«  Bank Reconcilements, Bank Statements, and Outstanding Check Lists
= Approved Board Minutes, . . .

+ Funds Ledger, summarizing total receipts, disbursements, and beginning and ending
balances by fund . . .

INDIANA STATE BOARD OF ACCOUNTS n
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The following files and governmental unit information are required to be uploaded annually . . :

CHIEF FINANCIAL OFFICER
TOWN OF ZIONSVILLE
AUDIT RESULTS AND COMMENTS
(Continued)

Year-end Investment Statements (for Counties - County Treasurer)

Detail of Receipts for the year

Detail of Disbursements for the year

Current year Salary Ordinance (or Schedule) and Amendments (except Schools)
Annual Vendor History Report

Annual Payroll History Report, without social security numbers

Annual Funds Ledger, summarizing year-to-date total receipts, year-to-date disburse-
ments, and beginning and ending balances by fund . . .

Additionally, for County Clerk and Cities/Towns with courts: Court Trust Fund Subsidiary
Detail as of December 31

Optional: Excel Data Capture/Data Dump (in lieu of Detail of Receipts and Disbursements)

(Amended State Examiner Directive 2018-1)

INDIANA STATE BOARD OF ACCOUNTS
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s>

ZIONSVILLE

FOR ALL THE AIGHT REASOMNS

OFFICIAL RESPONSE

July 28, 2022

Indiana State Board of Accounts
302 West Washington St. Room E418
Indianapolis, IN 46204-2765

After presentation from the administration and unanimous approval by the Town Council,
the Town implemented a new financial system during 2021. It was anticipated by all that this
system would move the Town forward in transparency and openness and efficiency.
Unfortunately, the system has failed to live up to its expectation, and the Town has informed
the vendor of the desire to part ways — hopefully by the end of 2022. The Town is assured
through this audit that while they system did bring about operational challenges, the financial
statements, fund activity, fund balances and cash balances have been confirmed. SBOA has
confirmed that while there's opportunity for improved processes, the financials are free from
material misstatements and there were no material errors found that could not be corrected.
The SBOA has provided an unmodified opinion over the financial statements. Town Officials
and Town residents can be assured that the financial information is accurate and that a process
is underway to secure the services of a provider that will provide accurate and timely financial
information.

APPROPRIATIONS

The Town takes exception to this. The Town Hall Improvement fund is funded by conference room spansorships and
prior to 2021, rent from tenants renting out the 2™ floor of the Town Hall building for their office space. Tax dollars do not
go into this fund. Due fo the type of revenue that goes in the Town Hall Building fund, the Council has never approved an
annual budget for this fund. This goes back through multiple administrations. However, when the maney from the fund
has been spent, the claims do go before Council for approval. The Ordinance that was approved to set up this fund states
the money is to be used for the maintaining and/or improvement of Town Hafl

Duning a February 16, 2021 Town Counci meeling, a presentation was made thal cullined the planned improvements to
town hall. The Town Hall Improvement Fund was identified as a source of funding for the project. Af no point did Town
Council take action to appropviate the fund. When reviewing years 2018 — 2021, the Town Hall Improvement Fund was
neither appropriated during the normal budget process or with any additional appropriations. Disbursements that were
made from the Town Hall Improvement fund in previous years include: (2018 - $222 124.17, 2019 - $262,985.00, 2020 -
$59,314.14, 2021 - $205,584.67),

INTERNAL CONTROLS

In March 2021 after review and approval of the Town Council, the Town of Zionsville implemented a new financial

software package. Subsequent lo this implementlation, the Town bacame aware that the software firm had not developed
the necessary Indiana requiatory and statulory reports. The Toven has notified owr current software provider of our intent
to work toward ending our confract and converting fo a new software provider with more experience in meeling Indiana's

INDIANA STATE BOARD OF ACCOUNTS -
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reguiafony and statutory reguirements, [f has bean and confinues to be the desine of Zonswile leadaship fo provide an
open fransparent gavernmmant, and we will continue fo work foward hal end with this software conversion.

OVERDRAWM CASH BALANCES

Payroll Fund = This furnd is not aclually in the red. A duplcate entry was enteved in the financial system and s W the
process of haing comected by the Town. SB0A scknowledged that s was from a duplicate ey,

OCDETF-Task Force = This s a reimbursatie grand, The shorage was due [o the timing of recsiving the redmbursamennd,

Creekside ANocation Fund — This fund receives its revenue from TIF funds thal are distributed with the semiannual
sptffements. We make a bond payment oul of this fund it December of each yaar. The fall setllement is generally received
the last day er fwo of the year, When wa received [he settloment, thers was nof a dishurserent for the Creekside TiF, By
the Hme we receiad the setflement, the band payment had boen made and there was not a chance to fook far an allermae
papment souree, W are cumently working with Boone Counly fo find out why thers was not a dizbucsament,

BANK ACCOUNT RECONCILIATIONS

in March 2021 affer review and approval of the Town Councl, the Town of Zionevile implemented a rew financial
soffwars package. Subsequent ta this implementation, e Town became aware that the soffwars firm had nol developed
the necessary Indiana mguaiony and statutory reports. The Town has notified our curent soffware provider of our irtent
to work toward evding our coniract and converting to a new soffware provider with mare sxperience in mealing indfana's
reguiatony and sfalulory fequirements, [t has been and conlirues o be the desire of Zonsvile leadarship o provide an
open fransparent gaverment, and we will continue fo work foward that end with this software comversion,

ERRORS ON CLAINMS
Condifion and Conbaxt

Wa identified numerous issues in disbursements related to a lack of supporting documentation and a lack of proper
approval of disbursements as noted balow:

1) A disbursement for 522 062 dated December 7, 2021 was processed and paid, but had not been approved by the
Town Council prior to disbursement. The disburazment did not appear an the Allowance of Accounts Payabla
Woucher listing far Town Councl approval unfil Decembsar 20, 2021.

Tha Town of Zonsville takes axception fo this olaim by 3004, A check waz made and mailed to he vendor,
howewer, dua fo our sfrong infermal contral processes, slaf caught thiz emor, paced & stop papment on the check
and the vendor refumed fhe check fo vs. The claim was then corectly processed for the following Town Couned
Frresating.

Had the Town nof had the slang inferma controls  has, and the payment had not been stopped, the finding
wold he fthe same.

2} The Town was unable to provide supporting decurmentation for a disbursement dated January 28, 2021 in the
arnaunt of 54,557,

Staff was able fo locate Ihe supponting documentation and has submitfed this o SE0A,

3 A disbursement dated April 15, 2021 in the amount of $182,374 for contractual services for construction for the
park was not indicated an an Allowance of Accounts Payable Voucher listing and was not approved by the fiscal
officer ar the Park Board.,

In March 2021 affer review and approval of the Town Council, the Town of Zlonsville implemenfed & new financiel
software package. Subseguent o this implemantation, the Town became awane that the saftware firm had nof
developed the necessary fndiana reguialory and statutory reporfs. The Town has notified our corent software

INDIANA STATE BOARD OF ACCOUNTS n
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provicor of aur nfent fo wark foward eeding oor santract and converting fo & new soffwane provider with move
axperiance i meeting lndisna's regulalory and stalulery requisments, I es been and conlinues fo be the desie
of Zipnswla lesdershin fo provids an apen ranspanent govemment, and we will confinue fo work loward thal end
wilfr this SO aR ConVarsion.

4) A disbursement dated April 30, 2021 in the amount of $10,238 for car leases that was not indicated cn an
Allowance of Accounts Payable Vouchar listing and was not approved by the fiscal officer or the Town Council

In March 2021 affer review and approval of the Town Councd, fhe Town of Zionsville implemented & new financial
software packags. Suhsaguent [o this implementation, the Town becams aware thal the software firm had not
developed the necessary ndiana regulatory and statiitory repors. The Town has noiified ouwr cument soffware
proviter of aur imtent fo wark foward erding oo contract and comverting fo 8 new soffwane provider with move
experience in mesting Indiana's regulalory and stalilory reguirements. I has been and conlinies fo be the desin
of Zionsvile leadership fo provide an apen fransparant govemment, and wa will confinue to wark foward that and
with this SOMAER CONVErsion,

5] A disbursement dated Agpril 12, 2021 in the amount of $100,000 appeared on the Allowance of Accounts Payable
Wouchar listing that was approved by the fiscal officer and Town Councll at an incorrect amount of $10,000.

The was due to human error. The vendor was nol overpaid, the ermor in the amounl of the expense only showed
o the claims raport ghven to Councl. This was dua o the syatem not pulling the claims carmectly for the claimsa
regizter, The regizfer had fo be crealed marmialy,

&) Twelve of the 13 payroll claims tested were not approved by the fiscal officer or the Town Council. In addition, the
payroll claims were not reflected on the Allowance of Aceounts Payable Voucher listing.

The Town takes exceplion fo fhis. i was not Town practice fo puf payrol on the claims isieg for Council. Further,
this had nof been an avdit finding wolll our 2020 awdit. Dwing the 2020 awdil, S804 brovght fhis to owr attention
and sfalf has added payrol! o all claims presented to Councll since.

T) A duplicate disbursemant dated July 1, 2021 in the ameount of 354,000 for Union Township of Boona County
Building Corporation was recorded using JE 101560 The disbursement was not indicated on an Allowance of
Accounts Payable Voucher listing and was not approved by the fiscal officer or the Town Council.

Tha Town lakes exception fo this. When fhe Town makes s bond paymeant, a fransfar of funds fs made from
the ganeral bank aceount fa e Union Township of Boone Counly Building Corp bank accounl. Tihe payment
then gels made from the Union Township accourd. Whaen the above stated payment was made, # hadvertently
pulied from the general bank account, not the Uaion Township accounl. The correclion fo this ermor would be lo
transfor the funds back fo fhe gameral account from the Uinkon Township sccount. A duplicale paymaent was NOT
mmade,  The Town =i had confrol of the funds.

B Disbursements totaling $82,065 were originally appreved by the Town Council to be disbursed from the Town Hall
Impravement fund, Howewer, these disbursements were later moved from the Town Hall Improvement fund ta the
WVH fund ($55,000) and the Cumulative Capital Development fund (327, 055) without Town Council approval.
Fram the $27,085 transferred, there was 53,238 of disbursements from the Cumulative Capital Development that
were subaequently moved back to the Town Hall Improvement fund without Town Coundil approval,

The administration presented the claims in question o e councll, and they wene unanimously approved by the
Council o be pakd. W have stated our desine to seek a new software provider who iz mare exparianced i
meeling indiana's statutorny and reguisiony requirements, with the proper confrols fo aulomalically place foms
Back on the claims docket for Councll approval wihen charnges like this in the fund fraom where the planned
disbwrsemant Is being made,  This sifuation will be corrected with the software implementation.
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%) Disburserments were made from the Town Hall Improvement fund totaling $205,585 in 2021 that were for
expenses related 1o a 1own hall rencvation project. Howewer, the Town Councll did not approve any
appropriations far this fund,

The Town takes exceptian to this. The Tawn Hall improvement find is funded by conference room sponsorships
and prior fo 2024, rent from lerants renting oul the 20 fioor af the Town Hal! buiding for thel office space,  Tax
dafiars do not go info this fund, Due 1o the lype of revenue that goas in the Towr Hall Buifding fund, the Cownci
has never approved an annoal budged for this fund, This goes back frough muifiple admmistations, However,
whar the money from the furd has been spant, the claims do go before Councd for approval The Crdinance inat
was approved fo sef up this fund states e money is to be used fior the maintaining andfor improvement of Town
Hall.

Duririy & Februan: 16, 2027 Town Counci mesting, & presenfalion was made that oullined the piznned
improvermants to fown hal. The Town Hall Improvement Fund was identified as 8 sowse of funding for the
project. Af no poid did Town Councl fake action to approprate e fund, When reviewing years 2018 — 2021, the
Town Hall Imprevernent Fund wias neither appropriated during the normal budget process or with any additional
appropriations. Disbursemenis that were made from the Town Hall Improvement fund in previows years includa:
(2018 - $222 124,17, 2010 - §282 835.00, 2020 - 559,314.14, 2021 - 3205,584.67),

MVH USE OF FUNDS

The Tawn of Ziansville has an annual Deparfment of Public Waorks (DPW) budget of approximataly $4.5 million

dollars. Distnibulions from the state from the Maotor Vehicle Higiveay “account” are placed info the Town's Malor Vehicle
Highway (MVH) Resticted Azcount, this amounts to approximalely $900,000 annualy. AN of these dollars are and have
been spent antirely within the statulony guidslines of IC 8-14-1-5 which ralsfe to how dailars from the state MVH account
st be spent, The Town also receies propery tax dolfars of approximatedy $2 milion from the MVH propedy lax levy
for Zionsville Town residents andihese dolfars are placed info the MVH non-restiched fund, In order to meet the 34.5
aparaling dudget for OPW, for many years the Town fras suppemented revenue in e MVH novi-restoched fund wilh
Local fncoms Tax (LIT) dollars, Owing this Awdit, the Town was made aware of a February 2022 memaandum from the
Stafe Board of Accounts [S80A) recommendalion fo deposit LIT cedifad atares info the Genoral Fund. This will provide
the fiexibility fo pay claims thaf are refaled lo the operafions of OFW buf also benefit the ganeral golamment of the Town
with these LIT dollars as we have with this payment which came from the LT revenes within this fund, Since this memo
was nof refeased by the SB0A unii February of this year, e Town will fake this inlo consideration when adopfing our
2023 budged.

ELECTRONIC PAYMENTS

A resalution has been praparad and will be presented to Town Council for their consideration.

PURCHASING CARD TRAMSACTIONS

The Town recognizes the Town of Zionsville Purchasing Card Policy and Procedural Manial dated July 20020 was not
followad twice. The Town acknowhadges thase mistakes and will continua to abide by the policy. The palicy is aitached to
QUF response.

SUPPLEMEMTAL SCHEDULES IN ANMUAL FINANCIAL REFORT

in March 2029 aftar review and approval af the Town Counci, the Town of Zionsuille implemented a naw financial
soffwane packsge. Subseguent o this implemantation, the Town became aware that the software firm had not developad
the necessany indiana requlatory and stalilory repovtz, The Town has nofiffed owr current software provider of our imten!
to work foward ending our confract and converting fo & new aoflware provider with more experience in meeting ndiana’s
reguiatony and statutary requirements. If has been and continues lo be the dezire of Zionswille lsaderstip 1o provide an
open ransparent govermmeard, and we will confinue to work foward that and wilh this soffware conversion.
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MONTHLY AND ANMNUAL ENGAGEMENT UPLOADS TO GATEWAY

I Mareh 2021 affer review and approval of the Town Councd, the Town of Zionsvile implemented & new financial
software package. Subsequent fo Hhis implementation, the Town became aware thal the soffeara fim had not developsd
e necessary ndlana reguisiony and statutory reports. The Town has nofified cur current soflware provider of our infent
to work toward ending our contract and comerting ta a new saffware provider with more expedence it meating Indians's
ragiatory and statulory requirements. It has been and conlinues fo be the desire of Zionswills leadership to provide an
open franspamem government, ard we will cuotinue e work fowand Hral end wilh this soffveare cOMvansion.

*Mw e

Hellie Adams

Chief Financial Officer

Tewn af Zionsville
Addiianal documerntation was provided that
is nat included in the response. This
documant will be made avalable lo wview
upan requast to the Indiana State Board of
Accouris.
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CHIEF FINAMNCIAL OFFICER
TOWN OF ZIOMSVILLE
EXIT CONFEREMCE

The contents of this reporl were discussed on July 18, 2022, with Keslie Adams, Chiel Financial
Officer; Emily Styran, Mayor; Julie Johns-Cole, Deputy Mayor, Jason Plunketl, President of the Town
Council: Brad Burk, Vice President of the Town Council; Alexandear Choi, Town Council member; Josh
Garrelt, Town Council member; Craig Mellon, Town Council member; Bryan Traylor, Town Council
meambear; Heathar Harris, Town Council Allorney; and Amy Mooning, Town Atlorney.
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Documented Discussion on Internal Controls

Following is a list of discussion topics and responses concerning a review of the Town of Zionsville’s internal
control structure. The questions and answers were discussed at several meetings over the year. Final
answers have been reviewed by management in a meeting with an internal control consulting firm and have
been documented as part of the Internal Control Manual.

Approval of final questions and answers:

(Date)

Attendees:
(Signature) (Title)
(Signature) (Title)
(Signature) (Title)
(Signature) (Title)
(Signature) (Title)
(Signature) (Title)
(Signature) (Title)
(Signature) (Title)
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