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FORM 100R



100R – GOVERNING STATUTES
• IC 5-11-13-1:

• “…Each audited entity shall during the month of January of each year prepare, make, and sign a 

certified report, correctly and completely showing the names and business addresses of the officers, 

employees, and agents of the audited entity. The report shall indicate the respective duties and 

compensation of each officer, employee, and agent of the audited entity…The report must also indicate 

whether the political subdivision offers a health plan, a pension, and other benefits to full -time and part-

time employees....”

• Provides that the DLGF may not approve a budget or supplemental appropriation until the 100R is filed 

for the previous year



100R – GOVERNING STATUTES (CONT.)
• IC 36-1-20.2 - Nepotism

• Each township is required to adopt a policy that includes, at a minimum, the requirements in the chapter

• Only re-upload policy of there are changes to the policy 

• Annual certifications that policy has not been breached do not have to be uploaded

• IC 36-1-21 – Contracting with a Unit

• Each township is required to adopt a policy that includes, at a minimum, the requirements in the chapter

• Only re-upload policy of there are changes to the policy 

• Annual certifications that policy has not been breached do not have to be uploaded

• IC 36-1-30 – requires townships to disclose donated money used to fund salaries



INFORMATION NEEDED FOR 100R
• ALL employees that worked for the township during the prior year – business address, job title, and total 

compensation paid

• Board members are employees

• Includes seasonal, temporary, and terminated employees

• Regardless of whether they are employed at year-end

• Determination if any salaries were funded or partially funded by donations

• If there is a change in office, official who has taken over as of January is the responsible official



100R UNIT QUESTIONS



100R MAIN MENU



100R – EMPLOYEE DATA ENTRY



100R – UPLOAD FILE
• CSV File

• Consult software vendor for upload file if not explicitly provided

• Uploaded file data overwrites any manually uploaded data

• Once file is uploaded, Gateway provides a “Next Step” option to review the file

• If no errors, you will be prompted to review the data and then return to the main menu to submit

• If there are errors, they are separated into 2 categories:

• Unidentified Errors

• Detailed Errors



100R – UPLOAD FILE (CONT.)
• Unidentified Errors

• Shows rows with formatting errors (i.e. record length incorrect)

• Detailed Errors

• Incorrect year

• Fields left blank

• Compensation showing as $0

• Donation Field Issues – cannot be left blank

• “0” represents not funded by donated funds; “1” represents funded by donated funds

• Use “Reset Upload” function to upload corrected file



100R – UPLOAD TROUBLESHOOTING
• Open .CSV file using Notepad rather than Excel to look for errors

• Certain characters, commas or quotes may not be visible on Excel

• If Excel is utilized, ensure decimal is out to two places for compensation

• Ensure proper headers are included

• For technical problems (i.e. server error messages, issues with saving, creating files of policies), contact 

IBRC at ibrctech@iu.edu

• For other questions concerning the 100R, contact our Gateway Help Desk at 

AnnualReports@sboa.in.gov

mailto:ibrctech@iu.edu
mailto:AnnualReports@sboa.in.gov


ANNUAL FINANCIAL 
REPORT (AFR)



AFR – GOVERNING STATUTE
• IC 5-11-1-4:

• “The state examiner shall require from every audited entity financial reports covering the full period of 

each fiscal year. These reports shall be prepared, verified, and filed with the state examiner as set forth 

in the uniform compliance guidelines…”

• DLGF may not approve the budget or a supplemental appropriation if AFR has not been submitted for 

prior year

• Chapter 1 of Accounting and Uniform Compliance Guidelines Manual for Townships (Township Manual)

• The Annual Financial Report (AFR) required under IC 5-11-1-4(a) shall be filed with the state examiner not 

later than sixty (60) days after the close of each fiscal year. 

https://www.in.gov/sboa/files/All-Manuals-Chapter-1-2023-1.pdf
https://www.in.gov/sboa/files/All-Manuals-Chapter-1-2023-1.pdf


INFORMATION NEEDED FOR AFR
• Ensure all transactions for the year have been posted

• Summarize receipts and disbursements by fund for each classification

• Summary of disbursements by vendor

• Officials’ contact information

• Beginning and ending cash and investment balances, total receipts, and total disbursements for each fund

• Capital asset totals by category

• Federal grant information, if applicable

• Accounts Payable and Accounts Receivable information

• Debt and Lease information



INFORMATION NEEDED FOR AFR (CONT.)
• Information regarding financial assistance provided to non-governmental entities

• Information required to complete the TA-7

• Supplemental Annual Report for departments not maintained within township records, if applicable

• Information relating to pension plans and other post-employment benefits, if applicable

• Information related to public official surety bonds

• Name of person bonded

• Amount of the bond

• Term of the bond

• If new trustee takes office between January 1 and the AFR due date, the new trustee is responsible for 

submitting the AFR



UNIT QUESTIONS - FAQS
• #2 – Did your unit disburse money for financial assistance to non-governmental entities?

• Contracts with Volunteer Fire Departments ARE included

• #6 – Does your unit have any outstanding leases?

• Does NOT include rent paid to the trustee for home office

• #7 – Do you maintain records listing the types and values of assets owned by the unit? What is your capital 

asset threshold?

• Listing is required by Chapter 1 of the Uniform Compliance Guidelines Manual

• Township’s capital asset policy is required to define the threshold at which an asset is considered a 

capital asset



UNIT QUESTIONS – FAQS (CONT.)
• #22 – Do you have a disaster recovery plan?

• If you have manual records - NO

• If you have electronic records – 

• If the Township performs backups themselves – “Yes, In-house”

• If the Township relies on the vendor to performs backups – “Yes, Through Vendor”

• Certification on Internal Control Standards at the Bottom

• Minimum Internal Control Standards → “Uniform Internal Control Standards for Indiana Political 

Subdivisions”

• Evidence of Training → Signed certification forms on hand



UNIT QUESTIONS – 2025 AFR UPDATE
• Questions #12-#20 are now N/A

• Due to delay in implementing Enhanced Regulatory Reporting

• Removes certain schedules from the AFR, including:

• Transfer Schedule

• Tax Abatement Schedule

• Interfund Loan Schedule



DEPARTMENTS
• Menu is for townships with a departmentalized Township fund

• EMS

• Fire

• Parks & Recreation

• Township Assistance

• Departments checked in 2024 will be carried over to 2025



SCHEDULE OF OFFICIALS
• Prior Official spaces

• Purpose: To document officials that have held office since the prior audit

• Unique Entity ID – assigned by SAM.gov, consistent from year-to-year

• Federal EIN – issued by the IRS

• Be sure to check the “Mark Complete” box at the bottom of the schedule

• Failing to do so will result in a submission error



FINANCIAL DATA BY FUND
• Beginning Cash and Investment Balances will typically be pre-populated

• If there is an error, you can type over the pre-populated amounts

• Need to add new funds that did not exist in the prior year (see User Guide)

• Need to delete funds that no longer exist that existed in the prior year

• Funds that have $0 beginning balance, receipts, disbursements, and ending balance will result in a 

submission error

• Funds whose beginning balance do not match the prior year’s ending balances will trigger a submission 

warning

https://gateway.ifionline.org/userguides/AFRguide#nav_FinancialDatabyFund


FINANCIAL DATA BY FUND (CONT.)
• For each fund, click “Add/Edit” in order to add receipts and disbursements

• Common Receipts:

• Taxes and Intergovernmental – Property Taxes, LIT, CVET, FIT, etc.

• Charges for Services – Park, Rentals, Cemetery Plots, etc.

• Other Receipts – Sale Assets, Refunds and Reimbursements, Donations, Grants, Transfers In, etc.

• Common Disbursements

• Personal Services – Salaries and Wages, Benefits

• Supplies

• Services and Charges – Insurance, Utilities, Repairs and Maintenance, Rentals, Prof. Svcs., etc.

• Capital Outlays – Purchase of Capital Assets

• Other – Tax Payments, etc.



FUND TYPE
• Fund Types from previous years will be prepopulated

• Fund Types from the list of standard funds that have one possible fund type will be prepopulated

• Common Fund Type Definitions

• General – used to account for and report all financial resources not accounted for and reported in 

another fund

• Special Revenue – used to account for and report the proceeds of specific revenue sources that are 

restricted or committed to expenditure for specified purposes other than debt service or capital projects

• Capital Projects – used to account for and report financial resources that are intended for capital 

outlays, including the acquisition or construction of capital facilities and other capital assets

• Complete Listing – User Guide 

https://gateway.ifionline.org/userguides/AFRguide#nav_FundType


CAPITAL ASSETS
• Chapter 1 of the Township Manual

• “Every unit must have a capital assets policy that details the threshold at which an item is considered a 

capital asset. Every unit must have a complete detail listing of all capital assets owned which reflects their 

acquisition value. Capital Asset Ledger (Form 369) has been prescribed for this purpose. A complete 

physical inventory must be taken at least every two years, unless more stringent requirements exist, to verify 

account balances carried in the accounting records.”

• Even if you answer “No” in the unit question asking if you have capital assets, no boxes can be left blank in 

the schedule

• Do not include assets that are below the threshold set in your capital assets policy

• Do not include leased assets if there is no option to purchase



CAPITAL ASSETS (CONT.)
• Definitions

• Infrastructure – stationary in nature and long life (e.g., roads, bridges, tunnels, lighting systems, etc.)

• Improvements Other than Buildings – permanent improvements adding value to land that are not 

buildings (e.g., fences, parking lots, landscaping, etc.)

• Construction in Progress – used to track costs of construction before it is completed (i.e., buildings)

• Books and Other – Books is N/A for townships, Other for anything not falling in other major categories



CAPITAL ASSETS (CONT.)
• Depreciation – accounting method of allocating the cost of a tangible or physical asset over the life of the 

asset

• Annual Depreciation = Historical Cost of Asset / Estimated Useful Life (Years)

• Accumulated Depreciation – represents how much of an asset’s value has been used up since the capital 

asset was obtained

• Total Depreciated on each asset in service to date

• Non-Depreciable Assets

• Land – assumed to have unlimited useful life

• Construction in Progress – Asset has to be placed in service to be depreciated 



CAPITAL ASSETS (CONT.)
• Non-Depreciable Assets and Depreciable Assets Tables

• Additions – Acquisition value of property acquired during the year

• Reductions – Acquisition value of property sold, reclassified, or disposed during the year

• Accumulated Depreciation Table

• Additions – Depreciation taken during the current year

• Reductions – Removal of Accumulated Depreciation taken on assets that were sold, reclassified, or 

otherwise disposed of during the year. 



DEPRECIATION EXAMPLE – 
YEAR 1

On January 1st of Year 1, Wineinger Township made the following purchases:

 - Land - $100,000

 - Building - $500,000

 - Mower - $5,000

 - Computer - $2,000

 - Began construction on a parking lot for the building - $5,000 spent in Year 1

 Capital Asset Policy provisions:

 - $5,000 Capital Asset Threshold

 - 5-year useful life on equipment

 - 20-year useful life on Improvements Other Than Buildings

 - 50-year useful life on Buildings and Infrastructure

 - Full-year of depreciation is taken in the year of acquisition, no depreciation taken in year of  

  disposal



YEAR 1 SOLUTION



DEPRECIATION EXAMPLE – 
YEAR 2

Throughout Year 2, Wineinger Township had the following asset activity:

 - Purchased an upgraded mower for $7,000, but it usually sells for $12,000

 - Sold their original mower to Huber Township for $3,000

 - Trustee John Doe spilled his coffee on the computer, and it is now a worthless asset

 - Spent another $10,000 towards the parking lot and completed the lot. It was placed into service 

  during the year

 Capital Asset Policy provisions:

 - $5,000 Capital Asset Threshold

 - 5-year useful life on equipment

 - 20-year useful life on Improvements Other Than Buildings

 - 50-year useful life on Buildings and Infrastructure

 - Full-year of depreciation is taken in the year of acquisition, no depreciation taken in year of  

  disposal



YEAR 2 SOLUTION



GRANTS
• FEDERAL grants only

• Do not include State/Local Grants

• If unsure, consult the grant agreement and 

or grantor

• 2 options to upload data

• Manual

• CSV file



CSV UPLOAD – USER GUIDE



ACCOUNTS PAYABLE / RECEIVABLE
• Accounts Payable (AP) – amounts for goods and services that township received or used during the year 

but did not pay for by the end of the year

• Accounts Receivable (AR) – amounts owed to the township that have not been received by the end of the 

year

• Neither box can be left blank in the schedule. If none, enter “0”



DEBT
• If the township indicates that they have no debt in the unit questions, the township can leave this section 

as “Not Entered”

• Debt may be prepopulated with beginning and ending balances based on prior AFR

• Long-Term Debt (will be paid off in a time period later than one year) – Beginning Balance, Ending 

Balance, Additions, Reductions, Principal Due in the Subsequent Year

• Short-Term Debt (will be paid off in a time period of one year or less) – Beginning Balance, Ending 

Balance, Additions, Reductions



LEASES
• If the township indicates that they have no leases in the unit questions, the township can leave this section 

as “Not Entered”

• Township should include both capital and operating leases

• Should NOT include “lease” of trustee’s home for monthly office rent

• Do not enter leases which were not signed until after year-end

• Do not include leases that expired before the end of the year



FINANCIAL ASSISTANCE TO NON-
GOVERNMENTAL ENTITIES

• In addition to filling out the schedule, the township is required to notify the entities that were provided 

financial assistance the following:

• The E-1 filing requirement per IC 5-11-1-4 and the audit requirement per IC 5-11-1-9

• The sources of funding provided

• Local and/or state funds (in the case of subsidies, contributions or general aid

• Federal grants passed through including the formal name of the program and ALN

• Fee for service arrangements

• Questions: notforprofit@sboa.in.gov

 

mailto:notforprofit@sboa.in.gov


OTHER POSTEMPLOYMENT BENEFITS 
(OPEB)

• Benefits paid in the period after employment

• Examples: Death Benefits, Life Insurance, Disability Long-Term Care

• Specified dollar amount

• Amount calculated based on one or more factors (age, years of service, compensation, etc.)

• Type or level of coverage (prescription drug coverage, percentage of health insurance premiums, etc.)

• Does NOT include pensions, termination benefits, termination payments for sick leave

• COBRA payments – healthcare-related termination benefits – NOT OPEB

• Guidance for adding OPEB plan – User Guide

https://gateway.ifionline.org/userguides/AFRguide#nav_OtherPostemploymentBenefits


PENSIONS
• If unit does not participate in any plans under Question #1, leave blank

• Question #2 is required to be answered (Yes or No)

• Township has to check the box showing form is complete

• Township needs to add additional pension plans not listed that they participate in

• Do NOT include deferred compensation plans (Hoosier START 457 and 401(a) plans)

• Do NOT include non-pension plans (401Ks, 403Bs, IRAs, Annuity Accounts, OPEB plans)

• Guidance for adding new plan – User Guide

https://gateway.ifionline.org/userguides/AFRguide#nav_Pensions


TA-7
• Township Assistance Statistical Report required by IC 12-20-28-3

• Cannot leave any boxes blank – will result in a submission error

• Print out a completed copy and keep on file; do NOT mail to SBOA

• Trustee shall provide a copy to the County Auditor

• Tracking the Value of Denied Benefits – total individuals denied, total value of benefits denied to individuals 

applying for Township Assistance

• Some softwares can track this

• Best method is to keep track of the amount requested that was denied for each application

• TA-7 Detailed Instructions

https://gateway.ifionline.org/userguides/AFRguide#nav_TA-7DetailedInstructions
https://gateway.ifionline.org/userguides/AFRguide#nav_TA-7DetailedInstructions
https://gateway.ifionline.org/userguides/AFRguide#nav_TA-7DetailedInstructions
https://gateway.ifionline.org/userguides/AFRguide#nav_TA-7DetailedInstructions


DISBURSEMENTS BY VENDOR
• The disbursements by vendor for each fund have to match the disbursements on the Financial Data by 

Fund schedule TO THE PENNY

• If they do not match, it results in a Submission error



UPLOAD PUBLIC SURETY BONDS
• Required by IC 5-4-1-5.1

• Enter the most recent bond information for each position

• If Township does not have an Assessor:

• Toggle “Position” drop down to Assessor

• Check the box noting the Township does not have an assessor

• Check the box noting entries have been completed for all positions after Trustee bond is uploaded

• Failure to do this will result in a Submission Error as Gateway will assume the form is incomplete



ANNUAL REPORT OUTPUTS
• IC 36-6-6-9

• Township Board is required to hold a meeting on or before the third Tuesday after the first Monday in 

February (February 17th, 2026)

• Board shall consider and approve, in whole or in part, the annual report the trustee presents under IC 

36-6-4-12

• IC 36-6-4-12

• Trustee is required to present a complete report of all receipts and expenditures of the preceding 

calendar year, including the balance of the credit of each fund controlled by the trustee



ANNUAL REPORT OUTPUTS (CONT.)
• IC 36-6-4-12 (Cont.)

• Each expenditure must be accompanied by a verified voucher of the person who money was paid to 

stating:

• Reason for payment

• Receipt is for the exact sum received

• No part has been retained by the trustee

• No part of the sum has been or is to be returned to the trustee, or any other person

• Within 10 days after the Township Board’s action in IC 36-6-6-9, the trustee shall file a copy of the 

report and its accompanying vouchers, as adopted by the Township Board, in the County Auditor’s 

office 



ANNUAL REPORT OUTPUTS (CONT.)
• IC 36-6-4-13

• The trustee must also prepare an abstract of receipts and expenditures on an SBOA-prescribed form:

• Showing the beginning balance of each fund

• Showing the amounts receipted into each fund during the year

• Showing the amounts disbursed from each fund during the year

• Showing the ending balance of each fund

• Containing a statement of receipts, showing their source

• Containing a statement of expenditures, showing the combined gross payment, according to 

classification of expense, to each person



ANNUAL REPORT OUTPUTS (CONT.)
• IC 36-6-4-13 (Cont.)

• Within 4 weeks after the third Tuesday after the first Monday in February, the trustee shall publish a 

portion of the abstract of the first four bullet points above in accordance with IC 5-3-1

• March 17th, 2026

• The publication is required to include a statement that the statement of receipts and statement of 

expenditures are available for inspection in the County Auditor’s office

• Abstract must state that a complete and annual detailed annual report, a complete abstract, and the 

accompanying vouchers showing the names of persons paid money by the township have been filed 

with the County Auditor

• Abstract must state that the chair of the Township Board has a copy of the report that is available for 

inspection by any taxpayer of the township



ANNUAL REPORT OUTPUTS 
MENU



REVIEW SUBMISSION
• Contains a list of current submission errors and warnings

• Warnings – indicate potential problems which need to be reviewed, but will not prevent submission

• Errors – must be fixed before the Annual Financial report can be submitted

• List of errors and/or warnings can be downloaded into an Excel spreadsheet

• Do not have to be the submitter to access Review Submission menu

• Other editors and reviewers need their own Gateway credentials



UNSUBMITTING FOR CORRECTIONS
• Once the AFR is submitted, the data cannot be edited

• If corrections need to be made, there will be an “Un-Submit Annual Report” option under the Systems 

Functions section



UNSUBMITTING FOR CORRECTIONS 
(CONT.)

• Once report is unsubmitted, the report will be marked as not submitted in the Gateway system

• Remember to submit Annual Financial report again once corrections are made

• Annual Financial Report is locked once an SBOA engagement has been completed over that year

• Have to contact SBOA to get the report unlocked



THANK 
YOU

OFFICE

(317) 232-2512

in.gov/sboa/

schools.townships@sboa.in.gov
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