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YEAR END DUTIES 
 

The following is a listing of duties and reports that occur each year end.  All of the articles have 
been published in this issue. 
 
         Bulletin Date  Page 
 
Cancellation of Warrants – Old Outstanding Checks    This Issue    2 
 
Federal and State Mileage Rates       This Issue    2 
 
Social Security Tax Base Changes January 1      This Issue    2 
 
Encumbered Appropriations – Balance Available     This Issue    2 
 
Dormant Fund Balances – Transfers Authorized     This Issue    3 
 
Annual Operational Report – Local Road and  
   Street Operations         This Issue    3 
 
Fire Protection Contracts With Volunteer Fire Companies    This Issue    3 
 
Report of Names, Addresses, Deputies and 
   Compensation of Public Employees      This Issue    4 
 
Certification of Names and Addresses to County Treasurer    This Issue    4 
 
Annual Report          This Issue    4 
 
Publication of Annual Report In Pamphlet Form – 
   Second Class Cities         This Issue    5 
 
 
 

STATE BOARD OF ACCOUNTS 
INTERNET ADDRESSES 

 

Homepage: http://www.in.gov/sboa 
Charlie Pride: cpride@sboa.in.gov 
Todd Austin: taustin@sboa.in.gov 
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FEDERAL AND STATE MILEAGE RATES 
  

It is our understanding that the Federal mileage rate will remain at 56.5 cents per mile.  The State 
mileage rate is 44 cents per mile. 
 
 
 

SOCIAL SECURITY TAX BASE CHANGES JANUARY 1 
 
 Unless there is a change made by Congress, the 2014 contribution rate will not change.  The 
current rate is at a total of 15.3 percent.  (6.2% employer, 6.2% employee, 1.45% for the employer’s 
share of Medicare and 1.45% for the employees share of Medicare.) 
 

We further understand that the maximum amount of earnings that will be subject to Social 
Security contributions will raise from $113,700 to $117,000 effective January 1, 2014. 

 
Please contact the Internal Revenue Service at 1-800-829-1040 if you should have questions on 

this matter. 
 
 
 

CANCELLATION OF WARRANTS – OLD OUTSTANDING CHECKS 
 
 Pursuant to IC 5-11-10.5, all checks outstanding and unpaid for a period of two years as of 
December 31 of each year shall be declared cancelled. 
 
 Not later than March 1 of each year, the controller or clerk-treasurer shall prepare or cause to be 
prepared a list in duplicate of all checks outstanding for two or more years as of December 31 last 
preceding.  The original copy shall be filed with the city or town council and the duplicate copy maintained 
by the controller or clerk-treasurer of the city or town.  The controller or clerk-treasurer shall enter the 
amounts so listed as a receipt to the fund or funds upon which they were originally drawn and remove the 
checks from the list of outstanding checks.  If the fund from which the check was originally drawn is not in 
existence or cannot be ascertained, the amount of the outstanding check shall be receipted into the 
general fund of the city or town. 
 
 
 

ENCUMBERED APPROPRIATIONS – BALANCE AVAILABLE 
 
 With the opening of a new budget year and a new set of ledgers, it is to the advantage of a 
municipality to review the unpaid purchase orders and contracts which remain on the ledgers as 
“encumbered.” 
 

Those items under purchase order or contract are to be added for each appropriation account 
and the total carried to the new 2014 corresponding account.  The actual unpaid amount of the purchase 
orders or contracts should be totaled and shown as a separate amount on the appropriation ledger sheet 
for 2014, with proper explanation, and added to the 2014 appropriation for the same purpose.  By 
properly carrying out this procedure, the 2014 budget will not be expected to stand any expense not 
anticipated in making the budget.   

 
We suggest the proper officials of the city or town make a listing of these encumbered items and 

make it part of their minutes in their last business meeting of the year.   
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DORMANT FUND BALANCES - TRANSFERS AUTHORIZED 
 
 IC 36-1-8-5 gives city and town councils authority to order the transfer of any unused and 
unencumbered balance in any fund raised by a general or special tax levy, the purposes of which have 
been fulfilled, to the general fund or rainy day fund.  This action may be taken by a city or town council at 
any public meeting. 
 

IC 36-1-8-5 states in part: 
 
“(a)   This section applies to all funds raised by a general or special tax levy on all the 
taxable property of a political subdivision. 

 
(b) Whenever the purposes of a tax levy have been fulfilled and an unused and 
unencumbered balance remains in the fund, the fiscal body of the political subdivision shall 
order the balance of that fund to be transferred as follows, unless a statute provides that it be 
transferred otherwise:….. (2)  Funds of a municipality, to the general fund or rainy day fund of 
the municipality…” 

 
 
 

ANNUAL OPERATIONAL REPORT - LOCAL ROAD AND STREET OPERATIONS 
 
 Indiana Code 8-17-4.1 requires an operational report to be prepared by all cities and towns 
having a population of 20,000 or more with road and street responsibilities.  The report shall list all 
receipts and disbursements related to the municipality’s road and street system made from any of the 
municipal funds. 
 
 A copy shall be filed with the State Board of Accounts, the governing body of the municipality, 
LTAP, and the Planning Division of the State Department of Transportation by June 1 of the year next 
following the operational report year.  The report shall also be made available to the public and press. 
 
 The annual operational report shall be prepared and filed on City and Town Form Number 225.   
A copy of the report can be obtained on our website at www.in.gov/sboa by clicking on “Electronic 
Forms.” 
 
 
 

FIRE PROTECTION CONTRACTS WITH VOLUNTEER FIRE COMPANIES 
 
 IC 36-8-12-3 authorizes cities and towns to enter into agreements with one or more volunteer fire 
companies that maintain adequate firefighting service for the use and operation of firefighting apparatus 
and equipment owned by the volunteer fire company, including the service of operators of the apparatus 
and equipment. 
 
 IC 36-8-12-4 states the contract must provide an amount determined by negotiation between the 
municipality and volunteer fire company.  The consideration must include the amounts the unit is required 
to pay under IC 36-8-12 for insurance premiums and clothing, automobile, and other allowances. 
 
 If the contractual agreement is properly drawn, an added benefit gained is the elimination of the 
problem of the governmental unit reporting clothing and auto allowances to the Internal Revenue Service 
and the Indiana Department of Revenue.  Since the contractual payments are lump sum to the volunteer 
fire company, the volunteer fire company assumes the responsibility for making the payments of 
allowances to the volunteer firefighters and for reporting of such payments. 
 
 Year end is a good time to review existing contracts for fire protection.  If renewals or changes in 
contracts are necessary, such renewals or changes should be made under the guidance of the city or 
town attorney.  All agreements for fire protection should be in writing and the agreements must be 
preserved as any other public documents.  There is no statutory authority to make contractual payments 
to volunteer fire companies unless an agreement has been entered into. 
 

http://www.in.gov/sboa
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REPORT OF NAMES, ADDRESSES, DEPUTIES, AND COMPENSATION OF PUBLIC EMPLOYEES 
 
 All cities and towns must file with the State Examiner on or before January 31, Form 100-R, a 
Certified Report of Names, Addresses, Duties and Compensation of Public Employees.  This report is 
required by IC 5-11-13.  Only the business address of each officer or employee listed is to be included on 
the form.  The form is to be filed on the Gateway in the same manner as the Gateway Annual Financial 
Report. 
 
 Such report must indicate whether the city or town offers a health plan, a pension, and other 
benefits to full-time and part-time employees.  The report must also include a statement by the executive 
regarding whether the city or town has implemented a policy under IC 36-1-20.2 (Nepotism) and IC  
36-1-21 (Contracting). 
 
 The Department of Local Government Finance may not approve a city or town's budget or any 
additional appropriations for the ensuing calendar year unless such report is filed and the Nepotism and 
Contracting policies have been implemented. 
 
 
 

CERTIFICATION OF NAMES AND ADDRESSES TO COUNTY TREASURER 
 

IC 6-1.1-22-14 states that on or before June 1 and December 1 of each year, the disbursing 
officer of each political subdivision shall certify the name and address of each person who has money due 
the person from the political subdivision to the county treasurer of each county in which the political 
subdivision is located.  Upon the receipt of this information, the county treasurer shall search the records 
to ascertain if any person so certified is delinquent in the payment of property taxes. 

 
IC 6-1.1-22-15 states that if the county treasurer finds that a person whose name is certified to 

him under 6-1.1-22-14 is delinquent in the payment of taxes, he shall certify the name of that person and 
the amount of delinquency to the official of the political subdivision who is to make payment to the person.  
The disbursing officer shall periodically make deductions from money due the person and shall pay the 
amount of these deductions to the county treasurer.  (Our emphasis) 
 
 
 

ANNUAL REPORT 
 
IC 5-3-1-3 provides that each city controller or city and town clerk-treasurer shall have published 

an annual report of the receipts and expenditures of such city or town within 60 days after the close of 
each calendar year.   

 
The Cash and Investments Combined Statement of the annual report is to be published one time 

in two newspapers unless there is only one newspaper in the city or town, in which case publication in the 
one newspaper is sufficient.  If no newspaper is published in the city or town, then publication is to be 
made in a newspaper published in the county in which the city or town is located and that circulates within 
the city or town. 

 
IC 5-11-1-4 requires such reports to be filed electronically on the Gateway portal with the State 

Board of Accounts no later than sixty (60) days after the close of the year. 
 
 The Department of Local Government Finance may not approve the budget or a supplemental 
appropriation of a city or town until the city or town files an annual report for the preceding calendar year. 
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PUBLICATION OF ANNUAL REPORT IN PAMPHLET FORM 
SECOND CLASS CITIES 

 
 IC 36-4-10-5(b)(5) requires the city fiscal officer of a second class city to “submit under oath to 
the city legislative body a report of the accounts of the city published in pamphlet form and showing 
revenues, receipts, expenditures, and the sources of revenues.”  It appears furnishing a copy of the 
Annual Report would fulfill the requirements of this statute.  Please note that this statute does not apply to 
Towns or Third Class Cities. 
 

PUBLICATION OF PENAL ORDINANCES 
 
 Except in case of an emergency requiring immediate implementation of an ordinance, a city and 
town ordinance providing penalty or forfeiture for a violation, which ordinance is not published in book or 
pamphlet form, as a part of a municipal code pursuant to IC 36-4-6-14(c) or IC 36-5-2-10(b), must be 
published in a newspaper as required by IC 5-3-1.  To restate, if the ordinance is published in book or 
pamphlet form as a part of a municipal code, it need not be published in a newspaper. 
 

PRECIOUS METAL DEALER REGISTRATION FEES 
 
 IC 24-4-19-13(c) requires a precious metal dealer to submit a registration to a law enforcement 
agency one (1) time every twelve (12) months for each permanent place of business owned or leased by 
the precious metal dealer in Indiana as follows: 
 

1. If the permanent place of business is located in a municipality that maintains a law 
enforcement agency, the registration shall be submitted to the law enforcement agency of the 
municipality. 

 
2. If the permanent place of business is not located in a municipality that maintains a law 

enforcement agency, the registration shall be submitted to the sheriff of the county in which 
the permanent place of business is located.  

 
 A registration submitted to a law enforcement agency must include the name of the precious 
metal dealer, the address of the permanent place of business, any other information required by the law 
enforcement agency, and a registration fee of fifty dollars ($50).  However, if a precious metal dealer 
registers more than one (1) permanent place of business with the same law enforcement agency, the 
precious metal dealer must pay a registration fee of fifty dollars ($50) to register all the permanent places 
of business with the law enforcement agency. 
 
 All registration fees are to be deposited in the general fund. 
 

COUNTY ECONOMIC DEVELOPMENT INCOME TAX (CEDIT) - TRANSFERS 
 
 IC 6-3.5-7-12.7 allows the executive of a city or town to transfer to: 
 
 1. its general fund; or 
 
 2. any other fund of the city or town that the executive serves; 
 
money that has been deposited in the economic development income tax fund established by the city or 
town.  The executive shall adjust the city's or town's capital improvement plan to reflect the transfer.  After 
appropriation of the money by the fiscal body of the city or town in a budget or supplemental budget (as 
required by law), the money transferred may be used for the purposes of the fund to which the money is 
transferred.  Such transfer may be made at any time. 
 
 A city or town may not transfer money if the amount transferred would impair the city's or town's 
ability to satisfy any debts, liabilities, or obligations for which county economic development income taxes 
are pledged or otherwise encumbered, including transfers required by IC 36-7.5-4-2. 
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CREDIT CARDS 
 
 The State Board of Accounts will not take exception to the use of credit cards by a governmental 
unit provided the following criteria are observed: 
 

1. The governing board must authorize credit card use through an ordinance or resolution, 
which has been approved in the minutes. 
 

2. Issuance and use should be handled by an official or employee designated by the board. 
 

3. The purposes for which the credit card may be used must be specifically stated in the 
ordinance or resolution. 

 
4. When the purpose for which the credit card has been issued has been accomplished, the 

card should be returned to the custody of the responsible person. 
 

5. The designated responsible official or employee should maintain an accounting system or log 
which would include the names of individuals requesting usage of the cards, their position, 
estimated amounts to be charged, fund and account numbers to be charged, date the card is 
issued and returned, etc. 

 
6. Credit cards should 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 board and other officials with timely and accurate 
accounting information and monitoring of the accounting system. 

 
7. Payment should not be made on the basis of the statement or a credit card slip only.  

Procedures for payments should be no different than for any other claim.  Supporting 
documents such as paid bills and receipts must be available.  Additionally, any interest or 
penalty incurred due to the late filing or furnishing of documentation by an officer or employee 
should be the responsibility of that officer or employee. 

 
8. If properly authorized, an annual fee may be paid. 

 
 9. If a vendor charges a convenience fee for use of the card, such fee may be paid to the 

vendor. 
 
 
 
 

DUNS NUMBER REQUIREMENTS 
 
 All federal grant applicants must have a Dun and Bradstreet ‘DUNS” number (DATA UNIVERSAL 
NUMBERING SYSTEM) to apply for or renew grants or submit plans under mandatory grant programs.  
The DUNS number will be required regardless of whether the applicant is submitting a paper application 
or electronically filing through the new e-grants web portal:  www.grants.gov.  The identifier will be used 
for tracking purposes, and to validate address and point of contact information.  A universal identifier also 
eliminates the need  for separate identification numbers in different federal agencies. 
 
 A DUNS number can be obtained by calling Dun and Bradstreets toll free number at 1-866-705-
5711 or 1-800-234-3867.  A number may also be obtained on-line at www.dnb.com/us/duns update. 
 
 
 
 
 
 
 
 
 

http://www.grants.gov/
http://www.dnb.com/us/duns
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RAINY DAY FUND - SUPPLEMENTAL CAGIT, COIT AND CEDIT DISTRIBUTIONS 
 
 Public Law 267, Acts of 2003, changes the method of distributing CAGIT, COIT and CEDIT 
revenue.  IC 6-3.5-1.1-21.1, IC 6-3.5-6-17.3 and IC 6-3.5-7-17.3 state that if the State Budget Agency 
determines that an excess of the amounts required to make distributions of CAGIT, COIT or CEDIT 
exists, such excess shall be distributed in a supplemental distribution in January of the ensuing budget 
year.  Any supplemental distributions received shall be deposited in the city or town's rainy day fund. 
 
 
 

APPROPRIATION OF INSURANCE CLAIM PROCEEDS 

 

 The fiscal officer a political subdivision may appropriate funds received from an insurance 
company if:   
 
 1. the funds are received as a result of damage to property of the political subdivision; and 
 
 2. the funds are appropriated for the purpose of repairing or replacing the damaged property.  
 
 However, the funds must be expended to repair or replace the property within the twelve month 
period after they are received.  (IC 6-1.1-18-7) 
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INDEX TO BULLETINS 
 
 Enclosed with this issue is an index to the following issues of the Cities and Towns Bulletin: 
 

2004 – March, June, September, December 
2005 – March, June, September, December 
2006 – March, June, September, December 
2007 – March, June, September, December 
2008 – March, June, September, December 
2009 – March, June, September, December 
2010 – March, June, September, December 
2011 – March, June, September, December 
2012 – March, June, September, December 
2013 – March, June, September, December 

 
 
 The articles appearing in the year 2003 and prior issues have been revised and reprinted in later 
issues.  Also, articles revised in later issues that are obsolete have been omitted from the index.  Please 
discard all issues prior to March 2004. 
 
 
 

HAPPY HOLIDAYS 
 
 We would like to take this opportunity to look back on the many warm associations that we have 
been blessed with.  The outstanding cooperation and help that we are extended by city and town officials 
is truly appreciated. 
 
 From each of us and our staff to each of you and your staff, we send our best wishes for the 
holidays and our sincere wishes for a prosperous and Happy New Year. 
 
 
 

 
Paul D. Joyce, CPA 

State Examiner 
 
 
 
 

 
Michael H. Bozymski, CPA 

Deputy State Examiner 
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 Procedures ..................................................................................................March 2005 1 
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  Uses ......................................................................................................March 2011 3-4 
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DEFERRED RETIREMENT OPTION PLAN (DROP) 
 Plans Which Can Be Offered .......................................................................Sept 2005 3 
 Procedures ..................................................................................................Sept. 2012 13-14 
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 Procedures ..................................................................................................June 2006 13-14 
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 Requests ......................................................................................................Dec. 2011 9 
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   ..............................................................................................................Sept. 2006 3 
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 Funeral Benefits...........................................................................................Dec. 2008 6 
 Official Bond Requirements - Secretary ......................................................June 2011 7 
 Records .......................................................................................................June 2012 20 
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   ..............................................................................................................March 2009 8 
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 Procedures ..................................................................................................Dec. 2007 8 
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   ..............................................................................................................IC 36-5-2-12 
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 Procedures ..................................................................................................Sept. 2013 2 
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 State Rate ....................................................................................................Dec. 2013 2 
 Federal Rate ................................................................................................Dec. 2013 2 
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 Active Duty ...................................................................................................June 2004 14 
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 Inspection ....................................................................................................Sept. 2013 3 
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 Filing ............................................................................................................June 2009 22 
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 Term ............................................................................................................Sept. 2004 7 
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 Leave Policy ................................................................................................June 2007 9 
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 Courts ..........................................................................................................Dec. 2011 2 
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 Enforcement ................................................................................................Sept. 2004 6 
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 Judgments ...................................................................................................Dec. 2008 9 
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 Statutes ........................................................................................................IC 36-9-11; IC 36-9-12 
 Parking Tickets - Failure to Pay ...................................................................IC 9-30-11 
 
PARKING TICKETS 
 Unpaid .........................................................................................................Sept. 2012 14 
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   ..............................................................................................................Sept. 2006 1 
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   ..............................................................................................................March 2012 5-6 
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   ..............................................................................................................IC 36-10-3-22 
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 PERF ...........................................................................................................Sept 2005 3 
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   ..............................................................................................................Sept. 2010 4 
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 Benefits ........................................................................................................IC 36-8-6-7 
   ..............................................................................................................IC 36-8-6-8 
   ..............................................................................................................IC 36-8-6-9 
   ..............................................................................................................IC 36-8-6-10 
   ..............................................................................................................IC 36-8-6-11 
   ..............................................................................................................IC 36-8-6-12 
 Bond Requirements .....................................................................................Dec. 2010 10 
 Civilian Employees ......................................................................................IC 36-8-3-8(a) 
 Deferred Retirement Option Plan (DROP) ..................................................Sept. 2012 13-14 
 Dependents Benefits ...................................................................................IC 36-8-6-10 
 Disability Benefits ........................................................................................IC 36-8-6-8 
 Duties of Secretary ......................................................................................IC 36-8-6-3(d) 
   ..............................................................................................................June 2006 12 
 Funeral Benefits...........................................................................................Dec. 2008 6 
 Membership of Board ..................................................................................IC 36-8-6-2 
 Records .......................................................................................................June 2012 20 
  
POLICE RESERVES .........................................................................................IC 36-8-3-20 
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POPULATION DECREASES-2ND CLASS CITIES 
 Effects of ......................................................................................................Sept. 2007 6 
   ..............................................................................................................June 2009 15 
   ..............................................................................................................IC 36-4-1-1 
   ..............................................................................................................IC 36-4-1-1.1 
 
PRECIOUS METAL DEALER  
 Registration Fees ........................................................................................Dec. 2013 5 
 
PRETRIAL DIVERSION PROGRAM FEES 
 Procedures ..................................................................................................Sept. 2004 7 
 
PREVAILING WAGES 
 Department of Labor ....................................................................................March 2010 3 
 
PROCUREMENT CARDS 
 Criteria for Usage.........................................................................................Sept. 2004 5-6 
 
PROMOTION OF BUSINESS 
 Reimbursements to City and Town Officials ...............................................March 2012 4 
 
PROPERTY 
 Sale and Exchange Between Public Bodies ...............................................IC 36-1-11-8 
 Sale of - Legal Requirements ......................................................................IC 36-1-11 
 Sale of - Personal Property .........................................................................IC 5-22-22 
 
PROPERTY TAX ADVANCES 
 Procedure ....................................................................................................Sept. 2007 1 
 
PUBLIC BUILDINGS 
 Towns ..........................................................................................................IC 36-1-4-6 
 
PUBLIC DEPOSITORIES (See DEPOSITORIES) 
 
PUBLIC HEALTH NURSING ASSOCIATIONS 
 Assistance to ...............................................................................................Dec. 2005 6 
 
PUBLIC IMPROVEMENTS REVOLVING FUND 
 Provisions of Law.........................................................................................IC 36-9-17 
 
PUBLIC LAWS - DIGESTS 
 2004 .............................................................................................................June 2004 1-7 
 2005 .............................................................................................................June 2005  1-10 
 2006 .............................................................................................................June 2006 1-11 
 2007 .............................................................................................................June 2007 1-8 
 2008 .............................................................................................................June 2008 1-10 
 2009 .............................................................................................................June 2009 1-15 
 2010 .............................................................................................................June 2010 1-13 
 2011 .............................................................................................................June 2011 1-16 
 2012 .............................................................................................................June 2012 1-16 
 2003……………………………………. .........................................................June 2013 1-16 
 
PUBLIC NOTICE ADVERTISING (SEE ADVERTISING, PUBLIC NOTICE) 
 
PUBLIC RECORDS (See RECORDS) 
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PUBLIC SAFETY (LOIT) 
 Procedures ..................................................................................................Sept. 2008 5 
 
PUBLIC WORKS AND IMPROVEMENTS (PUBLIC CONSTRUCTION) 
 Bid and Bond Forms ....................................................................................IC 36-1-12-4(a)(6) 
 Common Construction Wage ......................................................................Dec. 2009 12-29 
 General Provisions of Statute (IC 36-1-12) .................................................Dec. 2006 7-8 
 Interest on Payments for Road Work ..........................................................June 2013 16 
 Notice to Bidders - Detailed Specifications Not Required ...........................June 2004 11 
 Opening of Bids ...........................................................................................IC 36-1-12-4(a)(7) 
   ..............................................................................................................June 2004 11 
 Projects $2 Million and under – Financing ..................................................March 2005  10 
 Retainage on Contracts ...............................................................................IC 36-1-12-14 
   ..............................................................................................................June 2008 12-13 
 
PURCHASES 
 Articles Made in State Institutions ...............................................................IC 5-22-11 
   ..............................................................................................................IC 5-22-12 
 Computer Hardware and Software ..............................................................March 2004 1 
 General Provisions of Statute (IC 5-22) ......................................................June 2008 14-15 
 Land and Buildings ......................................................................................IC 36-1-4-5 
   ..............................................................................................................IC 36-1-10 
 Cancellation or Rejection of Bids.................................................................March 2009 6 
 Extension of Contracts ................................................................................June 2009 18 
 Rental - Purchase Agreements ...................................................................Dec 2007 8 
   ..............................................................................................................IC 36-1-10 
 State QPA Contract - Purchase From State Supplier .................................IC 5-22-10-15 
 Utilities - Exemption From Public Purchase Law .........................................IC 5-22-1-2 
 
QUESTIONS AND ANSWERS FROM JUNE TRAINING SCHOOLS 
 2004 .............................................................................................................Sept. 2004 11-13 
 2005 .............................................................................................................Sept. 2005 5-8 
 2006 .............................................................................................................Sept. 2006 8-10 
 2007 .............................................................................................................Sept. 2007 6-10 
 2008 .............................................................................................................Sept. 2008 6-7 
 2009 .............................................................................................................Sept. 2009 7-11 
 2010 .............................................................................................................Sept. 2010 11-14 
 2011 .............................................................................................................Sept. 2011 13-14 
 2012 .............................................................................................................Sept. 2012 17-21 
 2013……………………………………. .........................................................Sept. 2013 16-19 
 
RAINY DAY FUND 
 Procedures to Establish ...............................................................................Sept. 2013 13-14 
 Excess CAGIT, COIT, CEDIT Distributions .................................................Dec. 2013 7 
 Transfers to ..................................................................................................Sept. 2013 13-14 
 Transfers from .............................................................................................Sept. 2013 13-14 
 
RECORDS 
 Destruction of Canceled Bonds and Coupons ............................................June 2011 18 
 Disposing of Old Public Records (IC 5-15-6) ..............................................Dec. 2007 6 
 Capital Assets Ledger - City and Town Form No. 211 (Rev.  2003) ...........Dec. 2004 7 
 Opening New Ledgers (See Cities and Towns Accounting 
  Manual, Pages 11-34 and 11-35) 
 Public Records Go With Office ....................................................................Dec. 2011 8 
 Requests for Examination ...........................................................................Dec. 2011 9 
 Retention Schedules ...................................................................................Dec. 2007 6 
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RECORDS  (Continued) 
 Right of Taxpayers to Inspect (IC 5-14-3) ...................................................Dec. 2012 6 
 Year End Duties...........................................................................................Dec. 2013 1 
 
REDEVELOPMENT 
 Commission Member Salaries and Per Diems ............................................Sept. 2007 6 
 Real Estate Not Subject to Taxation (IC 36-7-14-37) ..................................March 2013 3 
 Sale and Lease of Real Estate to Other 
  Public Agencies (IC 36-7-14-22(a)) ......................................................March 2013 3 
 Tax Levy ......................................................................................................IC 36-7-14-26 
   ..............................................................................................................IC 36-7-14-28 
   ..............................................................................................................Dec. 2008 7 
 
RENTAL-PURCHASE AGREEMENTS 
 Necessary Provisions and Requirements ...................................................Dec. 2007 8 
 
REPORTS 
 Annual Operational Report - MVH Fund .....................................................Dec. 2013 3 
 Annual Report 
  Financial Report to Board of Accounts .................................................Dec. 2013 4 
  Publication Requirements .....................................................................Dec. 2013 4 
 Report of Names, Addresses, Duties, and Compensation - Form 100R ....Dec. 2013 4 
 Revenue Bonds - Reports to Bondholders ..................................................Sept. 2005 1 
 
RESIDENCE REQUIREMENTS 
 City Police and Fire Personnel ....................................................................Sept. 2006 3 
 Clerk-Treasurer…………………. .................................................................March 2013 4 
 
RETENTION SCHEDULES 
 Public Records .............................................................................................Dec. 2007 6 
 
RIGHT OF WAY EASEMENTS – RECORDING 
 Local Streets ................................................................................................Dec. 2011 8 
 
RIVERBOAT GAMBLING 
 Admissions Tax Revenue ............................................................................Sept. 2006 7 
 Wagering Tax Revenue ...............................................................................Sept. 2006 7 
 Riverboat Fund ............................................................................................Sept. 2007 5 
 Donations to Foundation .............................................................................Sept. 2010 6-7 
 Revenue Sharing to Cities and Towns Without Boats.................................Sept. 2012 7-8 
  
RUBBER STAMP FOR SIGNATURES 
 Use of ..........................................................................................................Sept. 2012 1 
 
SALARIES (See COMPENSATION) 
 
SALES TAX 
 Exemption Certificates .................................................................................Sept. 2006 2 
 
SEATBELT VIOLATIONS 
 Procedures ..................................................................................................Sept. 2012 1 
 Official Opinion No. 2003-2……………. ......................................................March 2013 1-2 
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SEWAGE DISPOSAL PLANTS AND SEWERS 
 Cumulative Building and Sinking Fund ........................................................Dec. 2008 6 
 Delinquent Accounts 
  Collection of ..........................................................................................IC 36-9-23-33 
  Delinquent Fees ....................................................................................IC 36-9-23-31 
   ..............................................................................................................IC 36-9-23-33(a)(3) 
  Discontinuing Water Service .................................................................March 2011 2 
  Lien - Filing Procedure, Recording, Etc. ...............................................Sept. 2012 10-11 
  Penalties ...............................................................................................March 2009 6-7 
  Service Charge .....................................................................................Sept. 2012 10-11 
  Unenforceable Sewer Liens ..................................................................Sept. 2010 4 
 Deposits .......................................................................................................IC 36-9-23-25; 
   ..............................................................................................................IC 36-9-23-28 
   ..............................................................................................................June 2004 10 
 Operation by Utility Service Board (IC 36-9-23-3(2)) ..................................March 2011 2 
 Uniform System of Accounts .......................................................................March 2007 3 
 
SICK LEAVE 
 Elected Officials ...........................................................................................June 2007 9 
 Written Policy Needed .................................................................................Dec. 2011 6 
  
SIDEWALKS 
 Construction .................................................................................................Dec. 2006 5-6 
   ..............................................................................................................Sept. 2009 1 
SIGNATURE OF OFFICIALS 
 On Claims and Warrants .............................................................................Sept. 2012 1 
 
SINGLE AUDITS 
 Single Audit Act Amendments .....................................................................March 2005 10-12 
  
SOCIAL SECURITY 
  Tax Rates ..............................................................................................Dec. 2004 2 
   ..............................................................................................................Dec. 2005 2 
   ..............................................................................................................Dec. 2006 2 
   ..............................................................................................................Dec. 2007 2 
   ..............................................................................................................Dec. 2008 2 
   ..............................................................................................................Dec. 2009 2 
   ..............................................................................................................Dec. 2010 2 
   ..............................................................................................................March 2011 1 
   ..............................................................................................................Dec. 2011 2 
   ..............................................................................................................Dec. 2012 2 
   ..............................................................................................................Dec. 2013 2 
 
 
SOLEMNIZATION OF MARRIAGES 
 Clerk-Treasurers, Mayors, and Clerks ........................................................Sept. 2009 1 
 
SOLID WASTE DISPOSAL FACILITIES AND COLLECTION 
 Contracts Required ......................................................................................IC 36-9-30-5(d) 
 Provisions of Law.........................................................................................IC 36-9-30 
   ..............................................................................................................Dec. 2007 9 
 
SPEED LIMITS – CITY AND TOWN STREETS 
 Maximum Lawful Speeds, Alteration of, Fines ............................................Sept. 2012 2-5 
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SPECIAL FUEL TAX 
 Remittance of ...............................................................................................March 2007 4 
 Reporting Changes ......................................................................................March 2004 5 
 
STATE DISTRIBUTIONS 
 Numbers, Name, Frequency, Fund Benefiting ............................................Dec. 2006 4-5 
 Electronic Funds Transfer ...........................................................................June 2005 10 
 
STATE GRANTS 
 Separate Fund Required-Matching Grants .................................................Dec. 2006 14 
 Appropriation ...............................................................................................Dec. 2006 13-14 
 
STATE USER FEES 
 Procedures For Distribution .........................................................................Sept. 2010 1 
 
STORMWATER MANAGEMENT SYSTEMS 
 Financing of .................................................................................................Sept. 2012 12 
 
STREET CUT DEPOSITS 
 Proper Handling ...........................................................................................Dec. 2012 5 
 
STREET FUND (See MOTOR VEHICLE HIGHWAY FUNDS) 
 
SURPLUS PROPERTY – TRANSFER OF  
 To Volunteer Fire Company ........................................................................Sept 2009 6 
 
SYSTEMS 
 Computer Purchases and Form Approvals .................................................March 2006 1-5 
   ..............................................................................................................Sept. 2010 9-10 
 
TAX ABATEMENT 
 Procedure ....................................................................................................IC 6-1.1-12-1 
 
TAX ADVANCES 
 Authority for .................................................................................................Sept. 2007 1 
 
TAXES (See FEDERAL EXCISE TAX, GASOLINE TAX, GROSS INCOME, SALES TAX) 
 
TAX WRITE OFFS .............................................................................................IC 6-1.1-36-7 
 
TOBACCO – SALE OF TO MINORS 
 Procedure For Handling Fines… .................................................................June 2013 18 
 
TOWN EMPLOYEES  
 Removal .......................................................................................................June 2009 17 
 
TOWN COUNCIL MEMBERS 
 Staggered Terms .........................................................................................IC 3-2-7-1(b) 
 
TOWN MANAGER 
 Employment of .............................................................................................IC 36-5-5 
 
TOWN OFFICIALS 
 Compensation ..............................................................................................Sept. 2013 9 
 Duties ...........................................................................................................June 2009 16 
 Vacancies in Elected Offices .......................................................................Dec. 2009 16 
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TRAFFIC VIOLATIONS BUREAU .....................................................................March 2012 2 
 
TRANSFER OF FUNDS 
 Dormant Fund Balances (IC 36-1-8-5(b)(2)) ...............................................Dec. 2013 3 
 Depleted Funds (IC 36-1-8-4) ......................................................................March 2005 8 
 Temporary Transfers ...................................................................................March 2005 8 
 Town Funds .................................................................................................Sept. 2006 3 
 
TRAVELING EXPENSES 
 Meal Expense Advances .............................................................................March 2009 1-2 
 Parking and Toll Fees ..................................................................................March 2009 1-2 
 Reimbursement for Spouse .........................................................................March 2007 1-2 
 Reimbursement to City and Town Officers and Employees ........................March 2009 1-2 
 State Called Meetings .................................................................................March 2009 2 
   ..............................................................................................................Dec. 2011  2 
 State Mileage Rate ......................................................................................Dec. 2010 2 
  .. ............................................................................................................Dec. 2004 2 
   ..............................................................................................................Dec. 2005 2 
   ..............................................................................................................Dec. 2007 2 
   ..............................................................................................................Dec. 2008 2 
   ..............................................................................................................Dec. 2013 2 
 
TUITION REIMBURSEMENT 
 Procedures ..................................................................................................March 2011 2 
 
UNEMPLOYMENT COMPENSATION 
 Employer's Liability ......................................................................................IC 22-4-11-2(d) 
 
UNCLAIMED PROPERTY – CHECKS 
 Procedures ..................................................................................................Sept. 2010 5 
 
UNSAFE BUILDING FUND ................................................................................IC 36-7-9-14 
 
UTILITIES, MUNICIPAL 
 Cash Reserve Fund .....................................................................................Sept. 2004 3 
 Claims - Allowance ......................................................................................June 2013 18 
 Classifications ..............................................................................................March 2007 3 
 Clerk-Treasurer's Duties ..............................................................................March 2006 7 
 Deposits .......................................................................................................IC 32-34-1-1 
   ..............................................................................................................June 2004 10 
 Depository Accounts - Separate Accounts - Revenue Bonds .....................Sept. 2005 1 
 Expenditures ................................................................................................June 2011 18 
 Forms ...........................................................................................................March 2007 3 
 Funds - Official Responsible for ..................................................................Dec. 2007 9 
 General Questions .......................................................................................Sept. 2011 5 
 Hydrant Rental – Recovery of Costs from Customers ................................Sept. 2012 11 
 Investments of Meter Deposit Funds ...........................................................Dec. 2011 6-7 
   ..............................................................................................................Dec.2012 6 
 Investment of Utility Funds ..........................................................................Dec. 2005 6 
 Loans to City or Town ..................................................................................March 2008 5 
 Loans to Other Utilities ................................................................................March 2008 2 
 Payments in Lieu of Taxes ..........................................................................March 2011 1 
 Prescribed Forms ........................................................................................March 2006 1-4 
 Penalties on Utility Billings ...........................................................................March 2009 6-7 
 Public Purchases Exemption .......................................................................IC 5-22-1-2 
 Public Works and Improvements - General Statute ....................................IC 36-1-12 
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UTILITIES, MUNICIPAL  (Continued) 
 Reports to Bondholders ...............................................................................Sept. 2005 1 
 Sale of ..........................................................................................................IC 8-1.5-2-3/6 
 Utility Service Board Members - Salaries ....................................................Sept. 2011 1 
 
Sewage Utilities (See SEWAGE DISPOSAL PLANTS AND SEWERS) 
 Temporary Loans from City or Town ...........................................................Dec. 2011 8 
 Unclaimed Meter Deposits ..........................................................................June 2004 10 
 Underground Facilities .................................................................................Sept. 2010 3 
 Uniform System of Accounts .......................................................................March 2007 3 
 Utility Regulatory Commission… .................................................................IC 8-1 
 
VACANCIES IN ELECTED OFFICES 
 Towns ..........................................................................................................Dec. 2009 6 
 
VACATIONS 
 Advance Payment Authorized .....................................................................Dec. 2011 6 
 Written Policy Needed .................................................................................Dec. 2011 6 
 Elected Officials ...........................................................................................June 2007 9 
 
VEHICLE ACCIDENT REPORTS (IC 9-26 / IC 9-29) 
 Procedure ....................................................................................................Sept. 2013 3-4 
 
VEHICLE INSPECTION FEES 
 Procedures ..................................................................................................Sept. 2013 3 
 
VENDING MACHINES 
 Commissions ...............................................................................................Dec. 2006 7 
 
VETERANS 
 Appropriations to Veterans Organizations 
  for Memorial Day Expenses (IC 10-7-13-1) ..........................................June 2008 15-16 
 Memorials – Appropriations to Establish and Maintain ...............................June 2008 16 
 
VOID WARRANTS (CHECKS) 
 Old Outstanding Checks ..............................................................................Dec. 2013 2 
 
VOLUNTEER FIREFIGHTERS 
 Automobile Allowances ...............................................................................IC 36-8-12-5(a)(2) 
 Clothing and Automobile Allowance ............................................................March 2009 4 
 Compensation ..............................................................................................IC 36-8-12-2 
 Contracts .....................................................................................................Dec. 2013 3 
 Insurance .....................................................................................................Sept. 2008 2 
   ..............................................................................................................June 2005 11 
   ..............................................................................................................IC 36-8-12-6 
   ..............................................................................................................IC 36-8-12-7 
   ..............................................................................................................IC 36-8-12-8 
 Unemployment Compensation ....................................................................Dec. 2008 7 
 
WARRANTS (CHECKS) 
 Old Outstanding Checks ..............................................................................IC 5-11-10.5 
   ..............................................................................................................Dec. 2013 2 
 Optical Images .............................................................................................March 2009 9
 Rubber Stamp Signatures ...........................................................................Sept. 2012 1 
 Dishonored ..................................................................................................Sept. 2010 5 
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W-4 REPORTING REQUIREMENTS 
 New Hires ....................................................................................................Dec. 2007 6-7 
 
WEED CUTTING ASSESSMENTS 
 Cities and Towns .........................................................................................June 2010 15 
 
WEIGHTS AND MEASURES 
 Inspector of ..................................................................................................Sept. 2008 4-5 
 
WHEEL TAX 
 Uses .............................................................................................................March 2004 9 
 
WORKER’S COMPENSATION INSURANCE 
 Absence From Work for Injury .....................................................................March 2008 2 
 City Firefighters and Police Officers (IC 22-3-2-2) ......................................March 2012 3 
 Inclusion of Officers .....................................................................................March 2006 6 
 
YEAR END DUTIES 
 Year End Duties...........................................................................................Dec. 2013 1 
 Year End Duties - Outgoing Officials ...........................................................Dec. 2011 5 
 
 
 
 


