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FOREWORD

This manual has been prepared for the use of the county treasurers of the State of Indiana. We
sincerely hope that it will be beneficial to both the incumbents and their successors.

The county treasurers of the State of Indiana are charged with the responsibility of being the
custodians of all money belonging to their respective counties and it is very important that the record keeping
be given special attention so that a proper accounting may be made.

The procedure may vary somewhat in counties using machine tax accounting but the laws governing
the conduct of the offices do not vary and procedure followed in the use of machines must conform to the
statutes.

Itis hoped that you find it contains the answers to numerous questions and that its use will serve as a
helpful guide in your service to the public. However, this manual is not all-inclusive and, therefore, not all
answers to your questions may be in this manual.

Charles Johnson, lIl, State Examiner
Michael A. Fiwek, Deputy State Examiner
Marilyn S. Rudolph, Deputy State Examiner



TABLE OF CONTENTS

By Chapter and Section

FOREWORD

CHAPTER |
Calendar of Duties

Duties to be Performed Each Month
Periodic Duties
Occasional Duties

CHAPTER Il
Organization of Office

Office Created

Term of Office

Qualifications

Oath of Office

Official Bond

Defective Bonds Valid

Bond Premium Payable by County
Duties

Office Hours

Legal Holidays Defined
Appointment of Deputies

Oath of Deputies

Removal From Office

Vacancy

Oath of Appointee, Rights and Duties
Accounting to Successor
Temporary Tax Collection Offices
Signature on Documents

CHAPTER IlI

Office Salaries and Expenses

Treasurer's Salary

Mileage and Expense Allowance
Purchases

Claims for Expenses

Treasurer of County Hospital Board

11
1-1
1-2

3-1
3-1
3-1
3-2
3-2



CHAPTER IV
Forms and Records

List of Prescribed Forms and Records

Funds Ledger

Monthly Financial Statement

Tax Duplicate

Register of Taxes and Assessments Collected
Warrants and Warrant Register

Treasurer's Daily Balance of Cash and Depositories
Monthly Financial Report

Demand Fees

Record of Demands

Payment of Demand Fees to County

Register of Investments

Employee's Service Record

lllustration of Forms

CHAPTER V
Funds and Accounts

Funds

Accounts

Advance Collection of Taxes

Drainage Funds

Tax Sale Costs

Dog Tax

Excess Tax Collected - Surplus Tax Fund - Unclaimed Funds
Tax Sale Surplus

Sewage Collections

Barrett Law Collections

Cash Change Account

Uncollectible Items - Disposition of
Conservancy District Account

Gross Income Tax - Real Estate Sales
Township - Line Fence

Weed Cutting Assessments

CHAPTER VI
Taxation

General Discussion

Liability of Taxpayer - Limitation of Action

Tax Duplicates

Notice to Taxpayers - Tax Statements

Tax Receipts

Extension of the Tax Duplicate

Error Making Tax Uncollectible - Addition to Tax for Succeeding Year
Liability for Not Settling

vi

4-11
4-11
4-11
4-11
4-11
4-12

6-1
6-1
6-2
6-2
6-2
6-3
6-3
6-3



CHAPTER VI
Taxation

Settlement With State
Penalty for Failure to Pay
Overpayment by Treasurer - Repayment - Limitation

Installment Payments - Delinquent Taxes - Penalties - Partial Payments

Minimum Tax Bill

Lien of the State

Search for Delinquencies - Public Employees

Delinquency of Public Employee - Deductions From Salary

Assessment of Omitted or Undervalued Property

Certificate of Error

Penalties for Failure to File Return

Vending Machine Penalty

Interest - Late Payment Resulting From Increased Assessment -
Assessment Reduced After Taxes Have Been Paid

Disposition of Interest and Penalty

Reporting Tax Collections

Lienholder Paying Taxes (Delinquent Only)

Advancement of Taxes - 95% of Collection

Assessment of Mobile Homes

Mobile Home Permits for Moving or Transferring Title

Inheritance Tax

Liquor Permits

Innkeeper's Tax

Vehicle License Excise Tax

Aircraft License Excise Tax

County Motor Vehicle Excise Surtax and County Wheel Tax

Auto Rental Excise Tax

Financial Institutions Tax

Boat Excise Tax

Tax Refunds - Boat Excise Tax

CHAPTER VII
Tax Sale

Real Estate Tax Sales
Redemption From Tax Sale

Property Containing Hazardous Waste or Other Environmental Hazards

Issuance of Tax Title Deeds

Sale of Real Property Acquired by County

Invalid Tax Sale - Refund of Purchase Money
Collection of Delinquent Personal Property Taxes

Vii

6-8

6-8
6-8
6-8
6-9

6-10
6-11
6-11
6-12
6-13
6-13
6-14
6-15
6-15
6-16

7-1
7-8

7-12
7-16
7-17
7-17



CHAPTER VIII
Levy and Sale - Personal Property

General Discussion

Demand Fee and Fees of Treasurer

Contract with Agent for Collection

Levy by Treasurer

Possession of Property After Levy

Bond of Taxpayer Who Retains Custody

Form of Bond

Notice of Time and Place of Sale

Sale at Auction - Record of Sale - Distribution of Proceeds
Household Goods - Exemption From Levy and Sale
Delinquent Taxpayer About to Remove Property From County - Levy and Sale
Delinquent Tax Record - Filing - Judgment - Interest
Execution on Judgments

Interest

Property in Another County

Setting Aside Judgments - Grounds

Satisfaction of Judgments

CHAPTER IX
Miscellaneous

Drainage Assessment

Delinquent Barrett Law Assessment

No Orders Drawn When No Money

Serving as Bank Director

Lucrative Office

State Board of Accounts - Field Examiners

Failure to Comply

Public Records are Public Property

Preservation of Records

Official Misconduct

lllegal Fees

Money Found on Deceased Person

Bonds - Manner of Sale

Issuance of Duplicate Warrant

Stop Payment Orders

Conference Called by State Board of Accounts

Warrants Outstanding and Unpaid

Duplicate Welfare Warrants

Method of Payment of Taxes - Authorization by Treasurer
Regional Water and Sewage Districts - Delinquent Charges

CHAPTER X
Prescribed Forms, Taxes, and General Forms

Prescribed Forms
State and Federal Taxes
General Information

viii

10-1
10-2
10-3



CHAPTER XI
Computer Systems

General Information

CHAPTER XII
Public Proceedings and Public Records

Access to Public Proceedings
Access to Public Records [IC 5-14-3]
Preservation and Destruction of Public Records

CHAPTER Xl
Conflict of Interest

Public Servants - Statutory Conflict of Interest [IC 35-44-1-3]
Consultants - Statutory Conflict of Interest [IC 5-16-11]
Lucrative Office

CHAPTER XIV
Compensation and Benefits

Compensation and Benefits

Record of Hours Worked

Unemployment Compensation

Public Employee’s Retirement Fund (PERF)
Public Employee Deferred Compensation Plans
Travel Policies

Commuting Mileage

Private Property

Personal Property Use

Personal Expenses

Purchasing Bonuses

Suspension With Pay

Severance Pay

CHAPTER XV
Deposit and Investments of Funds

Designation of Depositories

Deposit In Transaction Accounts
Certificate of Deposit

Depositing Receipts

Electronic Fund Transfers

Authority for Investments

Authorized Investment

Investments Not Authorized by Statute
Interest on Investments

12-1
12-2
12-5

13-1
13-3
13-4

14-1
14-1
14-2
14-2
14-2
14-3
14-3
14-3
14-3
14-3
14-3
14-3
14-4

15-1
15-4
15-4
15-6
15-6
15-6
15-6
15-9
15-9



CHAPTER XV
Deposit and Investments of Funds

Public Deposit Insurance Fund

Service Charges

Manner of Investing Funds

Procedures for Purchasing Investments

Procedures for Posting Records at the Time Investments are Purchased or Sold

Investment Cash Management
Trusts and Endowments
Investment Report

CHAPTER XVI

Public Purchases, Purchases of Land or Structures and Inventory of Fixed Assets

General Provisions

Competitive Bidding

Specifications

Request for Proposals

Small Purchases

Special Purchasing Methods

Purchases From Department of Correction
Purchase of Rehabilitation Center Products

Purchases From Qualified Nonprofit Agencies for Person With Severe Disabilities

Small Business Set-Aside Purchases
Petroleum Products

Services

Quialifications and Duties of Offerors
Purchasing Preferences

Contract Provisions

Other Administrative Requirements
Overpayment Collections

Advance Payments

Purchasing Bonuses

Purchase of Land or Structures [IC 36-1-10.5]
Fixed Assets

CHAPTER XVII
Public Works Law

General Provisions

Public Work Projects for Which Advertising and Bidding is Required

Public Work Projects Costing More Than $100,000 - Additional Procedures
Public Work Projects in Certain Counties, Cities and Towns [IC 36-1-12-4.7]
Public Work Costing Less Than $25,000 [IC 36-1-12-5]

Use of Own Work Force

Division of Public Work Projects [IC 36-1-12-19]

15-10
15-10
15-10
15-11
15-12
15-13
15-14
15-14

16-1

16-1

16-4

16-4

16-6

16-7
16-10
16-10
16-11
16-11
16-12
16-13
16-13
16-15
16-17
16-19
16-21
16-21
16-21
16-21
16-22

17-1
17-1
17-4
17-6
17-8
17-8
17-9



CHAPTER XVII
Public Works Law

Emergency Contracts

Use of United States Steel Products

Procedure for Hiring Architects, Engineers, or Land Surveyor [IC 5-16-11.1]
Prevailing Wage/Common Construction Wage

Discrimination by Contractors and Subcontractors Prohibited

Overpayment Collections

Advance Payments

Purchasing Bonuses

Public-Private Agreements [IC 36-1-14.3]

CHAPTER XVIII
Leases

Lease With No Option to Purchase

Lease With Option to Purchase

Computer Hardware and Software - Lease With Option to Purchase
Joint Leasing

CHAPTER XIX
Disposal of Real or Personal Property [IC 36-1-11]

Sale or Transfer of Real Property

Special Provisions Regarding Certain Sales or Transfer of Real Property
Leaseback Provision or Option to Repurchase

Lease of Real Property

Sale or Transfer of Surplus Personal Property [IC 5-22-22]

Xi

17-9
17-9
17-9
17-10
17-10
17-10
17-10
17-10
17-11

18-1
18-1
18-3
18-3

19-1
19-3
19-4
19-5
19-6



	TITLE PAGE
	FOREWORD
	TABLE OF CONTENTS
	CHAPTER I - Calendar of Duties
	CHAPTER II - Organization of Office
	CHAPTER III - Office Salaries and Expenses
	CHAPTER IV - Forms and Records
	CHAPTER V - Funds and Accounts
	CHAPTER VI - Taxation
	CHAPTER VII - Tax Sale
	CHAPTER VIII - Levy and Sale - Personal Property
	CHAPTER IX - Miscellaneous
	CHAPTER X - Prescribed Forms, Taxes, and General Forms
	CHAPTER XI - Computer Systems
	CHAPTER XII - Public Proceedings and Public Records
	CHAPTER XIII - Conflict of Interest
	CHAPTER XIV - Compensation and Benefits
	CHAPTER XV - Deposit and Investments of Funds
	CHAPTER XVI - Public Purchases, Purchases of Land or Structures and Inventory of Fixed Assets
	CHAPTER XVII - Public Works Law
	CHAPTER XVIII - Leases
	CHAPTER XIX - Disposal of Real or Personal Property [IC 36-1-11]

	INDEX



