Bookkeeping and
Important Dates

“You are only as strong as your base”




Agenda

» Bookkeeping
* Daily
* Monthly
* Quarterly
« Annually

* Important Dates

Auditor of Public Accounts



Uniform System
of Accounts

* Per DLG County Budget
Preparation and State Local
Finance Officer Policy
Manual:

« “All systems must comply
with the Uniform System of
Accounts.”

Auditor of Public Accounts



KRS 68.210 Administration of county
uniform budget system

The adminmistration of the county uniform budget system shall be under the supervision of
the state local finance officer who may inspect and shall supervise the administration of
accounts and financial operations and shall prescribe and shall install, by July I, 1985, a
system of uniform accounts for all counties and county officials. Subsequent to every
regular and extraordinary session of the General Assembly he shall review the county
uniform budget system to determine if 1t 1s consistent with state law and generally
accepted accounting practices. If he finds the system to be inconsistent with state law or
to contain obsolete accounting practices, he shall revise it accordingly. He may require all
officials of all local governments and local taxing districts to submit such financial
reports as he may deem proper. He may investigate, examine, and supervise the accounts
and operations of all local governments and local government officers. This section does
not impose upon or transfer to the state local finance officer any post audit functions.

Auditor of Public Accounts




DLG Manual

o

(o]

DLG County Budget http://kydigweb.ky.gov/Documents/Cou
Preparation and State Local nties/BudgetManualRevised2017.pdf
Finance Officer Policy
Manual

Auditor of Public Accounts



http://kydlgweb.ky.gov/Documents/Counties/BudgetManualRevised2017.pdf
http://kydlgweb.ky.gov/Documents/Counties/BudgetManualRevised2017.pdf

Annual
Financial
Statement

Quarterly Other
Report Quarterly
(DLG) Reports

Monthly Monthly Other

Ledger Bank Monthly
Totals Reconciliations Reports

Daily Daily Receipt Daily

. . . Disbursements
Receipts Ledger Posting Deposit

Auditor of Public Accounts




Daily
You Are Only as Strong as Your Base

Daily Daily Receipt
Receipts Ledger Posting

Disbursements

Auditor of Public Accounts




Daily Receipts

» Receipt issued for all money received (KRS 64.840)

* Receipts batched and attached to daily checkout sheet/deposit
 Post to receipt ledger

* Fill-out deposit ticket

* Deposit daily into bank

Auditor of Public Accounts



Receipts - KRS

* 64.840 Issuance of receipt for payment of fine, forfeiture, tax, or

fee...

* 1) Except for taxes collected on behalf of the state for which standard receipt forms
had been supplied by the state prior to 1974, all county officials shall, upon the receipt
of any fine, forfeiture, tax, or fee, prepare a receipt that meets the specifications of the
state local finance officer...

« 2) One copy of the receipt shall be given to the person paying the fine, forfeiture, tax,
or fee and one copy shall be retained by the official for his own records. One copy of
the receipt shall be retained by the official to be placed with the daily bank deposit.

Auditor of Public Accounts



Receipts - DLG

* Per DLG County Budget
Preparation and State Local
Finance Officer Policy Manual:

* “Pre-numbered three-part receipt
forms should be issued for all
receipts. Original to be given to
payor, copy to be attached in
sequential order to daily cash
check-out or daily deposit record,
and copy to remain in file. Voided
receipts should be so marked,
copies one and two kept in
numerical order with check-out
records, and copy three remaining
in file”. (KRS 64.840)

Auditor of Public Accounts



Receipts

» Receipts should document if funds
were received by Cash, Check, or
Credit Card

« As noted by KRS, 3" copy of the
receipt should be batched and
placed with the Daily Checkout
sheet/daily deposit

Auditor of Public Accounts



Receipts Ledger/Journal

A daily, chronological listing of all receipts. The listing is the book of
original entries for all revenues. The journal should indicate the date
money is received, a description of the revenue source, the revenue
account code, the total amount, and the fund(s) to which the amount
Is distributed. The cash receipts journal is totaled monthly.

« Can be electronic or paper

o Most county officials have some type of software program

Auditor of Public Accounts



Example Receipts Ledger
(County Clerk)

Date Received DelinquentTax | Deed TransferTax | Daily Total

10/3/2022 $3,540.23 $1,390.15 $350.00 $5,280.38
10/4f2022 $2,750. 44 $0 $725.00 $3,475-44
10/31/2022

Monthly Total $6,290.67 $1,390.15 $1,075.00 $8,755.82

Auditor of Public Accounts



Receipts —
Daily Deposit

* All public funds should be
deposited into the official
bank account daily

« Per DLG County Budget

Preparation and State Local
Finance Officer Policy Manual:

o Daily deposits intact into a
federally insured banking
institution. (KRS 68.210)

Auditor of Public Accounts



Receipts — Daily Deposit

* Ensure Deposits are made intact

* Intact: All monies received should be deposited as received-

« Payment made by Check — Check should be deposited
« Payment made by Cash — Cash should be deposited

* Do not cash personal checks

 The make-up of the deposit should mirror the actual funds
received for the daily business

Auditor of Public Accounts



Deposit funds intact daily and agree to

daily records

* Daily Records

« Batched Pre-numbered Receipt Forms
 Daily Check-Out Sheet

 Daily Receipts Ledger Posting

 Daily Deposit

Auditor of Public Accounts

—

All Should Agree




Disbursements

Per DLG County Budget Preparation and State Local Finance
Officer Policy Manual:
 Disbursements by check only. (KRS 68.210)

Note: Only a few exceptions to disbursements by check only

Auditor of Public Accounts




Fiscal Court - Disbursements

67.080 Powers of fiscal court.

(2) The fiscal court shall:
(a) Appropriate county funds, according to the provisions of KRS 68.210 to
68.360, for purposes required by law;

Auditor of Public Accounts



Funk v. Milliken — Disbursements
(Fee Officials)

 In Funk v. Milliken, 317 S.W. 2d 499 (KY. 1958), Kentucky’s
highest court reaffirmed the rule that county fee officials’
expenditures of public funds will be allowable only if they are:

o Necessary

o Adequately Documented
o Reasonable in Amount

o Beneficial to the Public
o Not Personal Expenses

Auditor of Public Accounts



Disbursements

* Disallowed Disbursement — Fee Officials

oAny disbursements found to be in non-compliance with the
provisions of Funk v. Milliken will be disallowed and will
have to be reimbursed by the Clerk or Sheriff from Personal
Funds.

Auditor of Public Accounts



Example Disbursements Ledger
(County Clerk)

Date Paid Check Payee Deputies Delinquent | Office Supplies
Number Salaries Tax

10/3(2022 2051 J.Smith  $1,652.25
10{4/2022 2052 Office $725.00
Depot
2053 County $1,125.33
School

!

10/31/2022

Auditor of Public Accounts



Disbursements

» Acceptable Supporting Documentation:

* Original Bill, Invoice, or Receipt
* Needs to be Itemized

* Original Contract or Agreement

 Credit Cards:
 Credit Card Statement — Not Enough
* Need the Supporting Documentation for the Purchase

 Original Bill, Invoice, or Receipt (ltemized)

Auditor of Public Accounts



Procurement

* Purchasing budget and cash in the bank to determine if funds
are available before purchasing the item

* Follow administrative code and state laws
* Purchase Order System
 Bidding
« KRS 424.260
 Model Procurement Code KRS 45A
 Admin. Code

Auditor of Public Accounts



Monthly Monthly Bank Other Monthly
Ledger Totals Reconciliation Reports




Example Disbursements Ledger
(County Clerk)

Date Paid Check Payee Deputies Delinquent | Office Supplies
Number Salaries Tax

10/3/2022 2061 J.Smith  $1,652.25
10{4/2022 2052 Office $725.00
Depot
2053 County $1,125.33
School

}

10/31f/2022

Monthly Total $1,652.25 $1,125.33 $725.00

Auditor of Public Accounts



Bank
Reconciliations

* Per DLG County Budget
Preparation and State Local
Finance Officer Policy
Manual:

oMonthly bank
reconciliation.
(KRS 68.210)

Auditor of Public Accounts



Bank
Reconciliation

* A bank reconciliation is a
summary of banking and
business activity that
reconciles an entity’s bank

account with its financial
records which outlines the
deposits, withdrawals, and
other activities affecting a
bank account for a specific
period.

Auditor of Public Accounts



Bank reconciliations may uncover differences that may need further
investigation.

Bank reconciliations help to safeguard cash by detecting errors on the
part of the bank and/or the municipality when recording activities in
accounts.

Bank reconciliations can make you aware of recording errors and other
problems more quickly by enabling you to isolate the problem.

Bank reconciliations help to create stronger internal controls, whereby
accountability over cash assets is greatly enhanced.

Bank reconciliations ensure that account balances are accurate and that
they reflect the true financial position of the municipality, so governing
bodies can make more informed decisions.

SOI: TAB — Office of State Comptroller New York



Bank Reconciliations — Records Needed

« Bank Statement

* Receipts and Disbursement Ledgers
« Check Register

* Financial Statement/Quarterly Report




Bank Reconciliations — Definitions

* Deposits in transit — funds
received and recorded in a [ Ben« Reconciliation Frocess
company’'s records that have | v
Identify difference between : 4 y
Bot I¥et been processed by the b ™ cash book and ban Tﬂf?ﬂﬂ:‘;ﬁ;ﬁ_‘
ank.
i \ 4
* Outstanding checks — checks Adjust cash book with items | | Prepare bank reconciliation,
that were issued but have not strement, but 1ot incash | | Gifferences beweeh coth
book book and bank statement
yet been cleared by the bank. i ;



Bank Reconciliation

EEC{)HEI LIATION

Bank Balance

Plus l}:pr:aita m T ransit

Less Checks Outstanding

Other :

Reconciled Bank Balance As Of: |5




Bank Reconciliation

Book Balance per General Ledger 5 -

Adjustments to Book Balance:

Add:
Bank Interest - not posted
Autofelectronic Deposit - not posted l
Other

Deduct:
Returned Checks
Bank Fees
Other

Adjusted Book Balance 5 -



Bank Reconciliation

 Reconciled Bank Balance and Adjusted Book
Balance should AGREE

 Be sure to record any unrecorded amounts to
ledgers




Bank Reconciliations — Document It!

* Document reconciliations. Documentation of reconciliations
should include source documents used in the reconciliation and
a schedule showing the comparisons made and adjustments or
reconciling items identified with sufficient detail and clarity to
enable effective review. Management should expect those in
charge of performing the reconciliation to establish clear
documentation of their process so it can be easily confirmed by
others and reproduced if needed. Clear documentation also
facilitates cross-training or succession planning, so as to avoid
abbreakdown in this key control in the event of staff turnover or
absence.

» SOI: Washington State Auditor



Other Monthly Reports

 Clerk — Delinquent Tax, Legal Process, Deed Transfer, Motor
Vehicle Licensing, Tangible Personal Property

o Sheriff —Tax Collection




KRS 68.360 — Fiscal Court

* 68.360 Monthly statement of county treasurer --Quarterly
statement of county judge/executive.

(1) The county treasurer shall balance his/her books on the first
day of each month, so as to show the correct amount on hand
belonging to each fund on the day the balance is made, and shall
within ten (10) days file with the county judge/executive and
members of the fiscal court a monthly statement containing a list
of warrants paid by him/her during the month, showing all cash
receipts and the cash balance at the beginning and at the end of
the month, and certifying that each warrant or contract is within
the budget appropriation



Quarterly

Quarterly Other
Report Quarterly
(DLG) Reports




Quarterly Financial Report —

Fiscal Court

« Complete quarterly financial report
» Agrees to receipts and disbursements ledgers

* Due to DLG following the close of the quarter ending March 31,
June 30, September 30, and December 31

* Note —Quarterly report has a bank reconciliation on the first
page




Quarterly Report — Fiscal Court

Per DLG County Budget Preparation and State Local Finance
Officer Policy Manual:

All county money is to be reported on the financial statement whether it 15 included in the budget or not. The state-
ment 15 a cumulative report and 15 prepared, signed and dated by the county judge/ executve and the county treasur-
er pursuant to kRS 68.210. The report 15 compnsed of sx sectons as follows:

Secnon I 51nm1m.r_'.' and Reconcibation, prepared by county treasurer

SI.'CLi.DIl H: RECﬂPT"E Sml‘ll PIE‘P‘!'II-L'(! I:F:i.' EC‘I'I.I'!['IT LOeaslirer

Secuon I Contngent Liabihties Section, prepared by county treasuser

Secnon IV: Appropnoation Conditon Report, prepared by county judge / executive
Section V- Fixed Asset Secnon—i#h g.r.rar:'rr n:.‘mr:ﬂ‘n:g w.-_r}

Secnon VI Schedule of Expenditures of Federal Avwards—th quarfer reporting onl

The State Local Finance Officer requures the report to be submutted by the 20th of the month followang the close of

the ::|1.1-:1.1'I:-E'15 endmg September 30, Dmmbe: 31, Mageh 31 and ]un-_- 30. A copy must be posted 1o the cougthouse

3 Forward the report to Department for Local
Government. T'm final quarterly report filed by a county within ni'run (15) days after the end of the last quaz-
ter of the fiscal year, in accordance wath KRS 68.360(2), shall be deemed the umiform finaneial informaton re-
port for that county tor purposes of comphance with KRS 63900 to 63925



KRS 68.360 — Fiscal Court

* (2) The county judge/executive shall, within fifteen (15) days
after the end of each quarter of each fiscal year, prepare a
statement showing for the current fiscal year to date actual
receipts from each county revenue source, the totals of all
encumbrances and expenditures charged against each budget
fund, the unencumbered balance of the fund, and any transfers
made to or from the fund. The county judge/executive shall post
the statement in a conspicuous place in the courthouse near the
front door for at least ten (10) consecutive days, and transmit a
copy to the fiscal court and to the state-local finance officer. The
statement shall be read at the next meeting of the fiscal court



Quarterly Report — Fee Officials

Per DLG County Budget Preparation and State Local Finance
Officer Policy Manual:

FEE OFFICE QUARTERLY REPORTS
(STATE LOCAL FINANCE OFFICER REQUIREMENTS)

The State Local Finance Officer requures the quartedy report to be subnutted no later than 30 days fol-
lowmng the close of the quarters ending March 31, June 30, September 30, and December 31,



FORM FOR BUDGET, CUMULATIVE QUARTERLY REFORT AND ANNUAL SETTLEMENT FOR CALENDAR YEAR 20__
County Shenff

Parm Opne—Suwmumary and Reconciliaton of All Accounits

Show & Descmibe O CRNSE. & O, - o camamen el 4 -l )
Al Acosaunts 20 Fee Account 20 Fre Account i . . _
Accouant Ao AT DAREVT
B""""T" E stammate Cumulative Actaal NOT FEE ACCOUTNT MOT FEE ACCOLTNT NOT FEE ACCOLTNT

B: Eeceiprs YID
[E. Total Disbursements Y TLEY
|5, Boak Balances /Excess

[Ezes hin— -

i, Bank Statement Balance

5. Phas I,h]_:-ﬂ-'li‘ll. an T ranuat
E. Leas ﬂul‘ll.\n-rl.u:g Checlea

7. Orher
B Reconciled Bank
alasses

B, Accounits Receivable as of
hzin

| T L'::Fu'-rl ﬂhl.'iilfmﬂ'l am
ol 12/ 51

11, Excess Feas

T bt 7 P B wh U g, Sl G Qi bewdpert duicl] Ui driiton™ popeiat BLTRGET  Adftey ddespleteip U beulied o femmile fodii . of Pl T 790 kil Theee | il b5 O G al d0ol (e dgjse i
b Jamesar 158k aned Fofowang sppeoral rvlamat 80 dbe ate locsl Gramecs offese. QUARTERLY REPCRT  The gquacteuls sepoud v camedatrre Sheowr the vty of oD Fasedo on thee olfltad s chaupe drsang colewedas oo 80
et o Pt O Lige | Flerw virtsl pwtupts dm b dindh b fon ther Toia b0 dotr aetiedang sy brpasany bakietes B o soronts Sl cuginot wot e sdorend io colums I o caltulsivd o Pt Tore of prp-.
Lisar 2 Ferw 1nid fileng a8 4003 Banes by e Tods b5 date o a3 bt Sharw ymad Lok i cadans 2 55 cabeadsted o Part Thees ool fegia Lise 3 50w dullagmits bermees ket |
hiwd O B2 0D dreoenns Lol 4 Shoowr Baal oritemebal BiChiad B 0Lk Of Gukdtey  Loilei o TR 100l ddeped-ial i sl peletl B0 Sl O ST CREE dd@ ded sediedind of ek itabeaiiennd 0 Lobal G e ISR Rl Gl
et bt el posta B0 Eee S douiaten thil we el gelaetted o bank sitemsest 1 Lage T Haw arrestabents Labe B fhew bae d bdivted fo et 56 aaed T Lane ¥ tdetendd epeiidl i 3 o R bibiesnte Lt 8 O
griete (i dpiiate dmilaip 100 3] e dalredalein mh Pagt T ool argeie® Lk IR © dmgplate fin) gkate sl 120 30 e falonl it o Pt T bt f pepeie? L 11 it fin) fniten susleng 1003 Rerew e B
wibminnd oy Lataed W aaadl 10 AL dlatn o Beb ihetrwn ok Pat Forg Rapowt ek ai !-u.-uLunrmm.Iﬂ.‘d-tipuﬂl:t-u:nlmm.hlujﬂ?l.nﬂdul.n' 40Dl -0 by e RO iy Balownaing whk ShorE o
wack qruaes. Fax @ 3005753712 7 Pow 5025732042

Approved by dhe Biacal comt on the day of . | To the best of my knowledge the mformaton repomed herem for the
craxstes evwded 1t acopate and comparte
Cemarr lndee Excenerre Draze Swrnannre of Connrr Sheanff Drare
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Part Two Receipra

Em:'lgtl

Estmare

1/1 thru
K K |

4,1 theua
o/ 30

7/1 them
LR

10,1 thra
12731

Towal YID

Accounts

Recervable
12731

Zettlement
Total

Federal Grants

. Btate Grants

Srate - KLEFFP

A Lot | 3=

Starte Fees for Semvices

2 Fumanee and Adnunrtaauen Cab

i,  Cabinet Fuaman Retongoes

7. Cireuat Clerk

B, Shenff Secunry Serrce

| Fanes/ Fees Collected

10 Congry Oadesed FJ:I.":E".{':".TS

11. Fiscal Cowrt (inchades Electon oo, )

1> Cn:-u.nt:r Clerk: IEItl.i.nq_l:l.-e:l:lt tases

13 Comumissions on Taxes Collected

14. Fees Collected for Services

13 Ao Inspectioat

16, Accident/Pobice Repodts

17. Secving Papess

18 CCDW

1%, Oiher (Describe)

K]

*]. Interest Eamed

[P Total Revenues

23 Petty Cash

124 Borrorwed AMoney

25 Sare Advaaosment

6. Bank Note

27, Toral Receiprs { Toval lines 22 chrough 26)
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FPart Three Budger | 171 thua | 471 thow | 71 thoo (10,71 thoa Total L il Settlemment)
Dhaalaraesaasasts Estinate 35 ] Q%0 12,731 ST ﬂhtiﬁJiiﬂll. Taral

PO Efieial E:‘i.l.‘l!l'l.!-f!-

Personal Services
Shenffs Gros '.:~:|=.:=_-'

nri:l:lwt' Gt Salacses
Pazt Lime o053 Salames

1
!
L5,
n
F Ohlser Gross Salasies
k

Chreptime Gross

[i. Emploves Benefits
g Employves's Shate Social Secnnry
10 ]:.:|1l:|m'|-:"|. Shace Retizeraent

11. Employer's Share Haz. Dty Bet

o

3 b agel Flealils Tas

13. Trammung Frngs Benefic (HES10)

14, Contracted Semices

15 Advestising

16. WVehicle maintenance and repairs
&
15. Supplies and Materials [Tangble stems wath bonated hifespan)

19, Office Matenaly and rapples

,'\!l:l Unafesmt

G’J'I.IJL"I!I.T

T3] T=] 1=

1
]
s
3

4

25 Oither Charges (MNoo-contracted jsermices, non-mangible items)

6 Coavention

,'\!_ Traes
,'\!a P'-a1 I':E|_-
[0 Alileage oo Personal Vehscles
0. Vehicle Expense
3], Band
32
|33
— —
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Part Thres Budget | 1/1 thra | 4/1 thru | 7/ thra |10,1 thra Taotal Unpad [Settlement

Disbursenvents Estimate /5 5,/ 30 g/ 50 1X/51 YTD Oblhigations| Total
12/31
34, Auto Expenses on Personal Vehicles
33, Gasolne
36, Mamtenance and repaurs
37,  Insurance

15, Depreciaton
30

H0. Debt Service (Bowowed money, intesest, lease/ puschases)

41, State Advertzement

Y Botes
43 Incecest
1B

3. Capital Outlay (Oueoghe purchases of tangble items haisting m natire)

6, Office Equipment

HT.  Vehicles

HE.

4D,

). Tatal Official Expenses
For otfices that fee pool, pay fees to county paar to December 31, ar connties aver 70 0N 1n population, shew pavments on appropaate hne below.
+1, Payments to County Treasarer
32, Payments 1o $State Treasurer

53, Total Dhsbursements [ Total lnes 30, 51, and 32)
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FPART FOUR - LIABILITIES OUTSTANDING

QUARTER ENDED _

ar lasues Tssue Tasus Totals
N e E'dr‘.ﬂ'l
LI EEptenn

| = =
Teees (M of Yenss

Caccent Inzecesr Plare

Tawne Diure

[Toed Prsespal Aot

Total Intecest Amonnt

E-&-I’.l.'l Tasase
arstapval Balasce H.r:l'_un'_ﬂg

Tereseit Balinee Bl i mg
Levs Reverve Exrmings .
Dot Chass '_'I.'I.d_l'.g'

Poexr Payment Dave

foext Pavment Amcant

Final Payment Date
rroa Laabilities j P -

i¢ Bod peved

Do se Eapiate

=

Term

Cogrent Insevest Flate

Tawae [Dase

L otal Fr._-l.:..F-:J Armsount

=
Teovead Lavesedr Aamesian
[Total Tnvse

Funcipal Balance Remaining

Tetecert Balance 'R.H.—_l.r...r.g
Total Omrstanding

Merxt Pavrment [ate

Poext Parment Amonnt

wiil Pawsiesr Date

Irnﬂmnlh (1f no oonveanding sdvancements, loany, bras-
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How do you ensure quarterly report is
correct?

« Starts with keeping accurate records every day:

« Daily Records
o Batched Pre-numbered Receipt Forms
o Daily Check-Out Sheet
o Daily Receipts Ledger Posting
o Daily Deposit

All Should Agree

* Daily Expenditure Records
o Invoice

o Check All Should Agree

o Daily Disbursement Ledger Posting

Auditor of Public Accounts



Ensure records agree to quarterly
report

Ledgers (Receipts and Disbursements)

« Ledger Categories Should Match the Categories/Accounts per Quarterly Report
« Should be Posted to Daily and Agree to Daily Records

« Should be Totaled Monthly/Quarterly/Yearly

« Should Agree to Quarterly Reports and Final Settlement

« Submit Quarterly Reports to DLG as Required

Bank Reconciliations
« Completed Monthly and Reconcile to Ledgers

Auditor of Public Accounts



Other Quarterly
Reports

» Payroll Reporting

Auditor of Public Accounts



Annually

Annual Financial
Statement




Fiscal Court

4th Quarter Report:

* The final quarterly report filed by a county, with DLG, within fifteen (15)
days after the end of the last quarter of the fiscal year, in accordance with
KRS 68.360(2), shall be deemed the uniform financial information report
for that county for purposes of compliance with KRS 65.900 to 65.925

Treasurer Settlement:

At the close of each fiscal year, the county treasurer shall, within thirty (30)
days after the close of each fiscal year, make a complete settlement of
accounts with the fiscal court (KRS 68.020). After the fiscal court approves
the treasurer’s annual settlement, records of the settlement are filed in the
office of the county clerk (KRS 68.030).

Auditor of Public Accounts



Fiscal Court

Per DLG County Budget Preparation and State Local Finance Officer Policy
Manual:

All county money 15 to be :cpl:::tcd on the financal statement whether 1t 15 nchided 1 the budgi:t or not. | he state-
ment 15 a comulatrve report and 15 prepared, sisned and dated by the county judge/ executrve and the county treasur-
er pursuant to KRS 68.210. The report 15 compnsed of sx secthons as follows:

Secuon I Summary and Reconcilianon, prepared by county treasures

Stfﬁﬂll H: R.E'CC']Pt'E- Sffﬂﬂll PIL'Pq.[fd ]T'- ED‘L‘I..I‘.d‘" treasurer

Secton IIT: Contingent Liabilities Section, FIL‘P"EIL‘CI by county treasurer

Secuon IV: Appropoaton Condition Report, E.l:.:pucd by county judge/ executive
Secnon V: Fixed Asset Secuon—4#h guarter reporting only

Sectnon VI Schedule of Expendirures of Federal Awards—#h guarter reporting onh

The State Local Finance Officer requures the report to e submutted b'.' the 20th of the month I't:r]lcuwulg the close of

the 1:11.1.:111:15 -rnd.l.ug Sc-l:h.i:jnbtr 30, December 31, March 31 1_.1:1 Tu.u: 30, jﬂm_m;ﬂ_w;ig]_ﬂ;mgﬂ;gﬁ

25t | 1 Forward the report to Department for Local
Government. The final qu-a.ﬂ.ﬂ'l_v report hiled by a county withun fafteen (13) days after the end of the last quar-

ter of the fiscal year, in accordance with KRS 68.360(2), shall be deemed the uniform financial information re-
port for that county for purposes of comphance with KRS 65.900 to 63.925.

Auditor of Public Accounts




Schedule of Expenditure of Federal
Awards (SEFA)

* You MUST submit a SEFA to DLG with 4t Quarter
Report

 SEFA is part of your annual financial statement

» Used to determine if you need an audit of federal
awards (single audit)

Auditor of Public Accounts



Schedule of Expenditure of Federal
Awards (SEFA) — Information Included

* Federal Grantor

* Pass-Thru Agency

* Program or Cluster Title

* Federal CFDA Number

» Pass Through Entity’s Identifying Number
 Amount Provided to Subrecipients
 Amount Expended

Auditor of Public Accounts



Excel file can be found on DLG Website

Example

Federal Grantorn Fass-Through Grammer’ Program of Chister Tile

Example Example
Federal Pass-Through Entinv's
CEDA Number Idenufving MNumber

Provided 1o
Subreciphent

Toual
Federal
Expendinures

L, 5 Department of Commeree

L¥rect Prograw
Investments for Pubbc Works and Econorme Developrmen Facihtes

Total U.5. Depariment of Commercs

L. 5 Depariment of Housing and Urban Development

Passed-Throngh Stafe Department for Local Governmeni:
Commmumty Development Block Grant='State’s Program

Total U.5. Department of Housing and Urban Development

L.5. Department of Justice

Passed-Throngh Stafe Departrnent of Jusfice-ARRA:
Crme YVictims Assistance

Total .5, Department of Justice

L. 5. Department of Transportation

Passed-Thronugh Stafe Fransportation Cabiner:
Highoway Planndng and Constructien

Total U5, Department of Transportation

11304 O-62-0G5 56

14 228 12-046

16.575

20,2065 P02 - 628 OGD000542E

LA 5 -

Auditor of Public Accounts




When do you need a single audit?

Federal Expenditures exceed $750,000 in the
fiscal year

Auditor of Public Accounts



Annual Report — Jail Commissary

KRS 441.135 (2) ... The jailer shall keep books of
accounts of all receipts and disbursements from

the canteen and shall annually report to the
county treasurer on the canteen account

Auditor of Public Accounts
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Annual Report — Fee Officials

Sheriff - KRS 134.192

» Tax —Settle by September 1t
* Fee —Settle by March 15%

County Clerk — KRS 64.152
* Fee —Settle by March 15%

Auditor of Public Accounts



How do you ensure 4t quarter report
is correct?

« Starts with keeping accurate records every day:

* Daily Records

o Pre-numbered Receipt Forms
o Daily Check-Out Sheet All Should Agree

o Daily Receipts Ledger Posting
o Daily Deposit

« Daily Expenditure Records
o Invoice

o Check All Should Agree

o Daily Disbursement Ledger Posting

Auditor of Public Accounts



Ensure records agree to 4t quarter report
and annual settlement

Ledgers (Receipts and Disbursements)

» Ledger Categories Should Match the Categories/Accounts per Quarterly Report
» Should be Posted to Daily and Agree to Daily Records

« Should be Totaled Monthly/Quarterly/Yearly

» Should Agree to Quarterly Reports and Final Settlement

» Submit Quarterly Reports to DLG as Required

Bank Reconciliations

» Completed Monthly and Reconcile to Ledgers

Auditor of Public Accounts



How do you ensure 4t" quarter report is l

correct?

Follow-up to make sure everything is being done.

Auditor of Public Accounts



Fiscal Court Timelines - Budget

9 15 Jan. 9 1 May

By January 15: N By May 1:
* Approve fee official «  Submit complete county
budgets. budget to fiscal court.
+ (KRS 64.345; 68.210) « (KRS 68.240)
By April 1:

*  Submit proposed jail fund
budget to the fiscal court.

(KRS 441.215)

1 April

é

’ Auditor of Public Accounts



Not less than 7 nor more than

21 days prior to adoption:
Advertise 2"d reading

By June 1:

 First reading of proposed Publish summary of proposed
budget ordinance. budget
- (KRS 68.240, 67.077) Submit 3 copies to SLFO
(KRS 67.077, 68.240, 68.250,
68.260, 424.13)




Fiscal Court Timelines - Budget

At least 7 days By July 1: Within 15 days following
prior to adoption: 2" reading and adoption by FC:

» Post a copy of adoption of » Submit a copy of
proposed budget proposed budget. adopted budget to

near front door. - (KRS 67.077, SLFO.
+ (KRS 68.260) 68.260) * (KRS 68.270)




Fiscal Court

4th Quarter Report:

* The final quarterly report filed by a county, with DLG, within fifteen (15) days after
the end of the last quarter of the fiscal year, in accordance with KRS 68.360(2),
shall be deemed the uniform financial information report for that county for
purposes of compliance with KRS 65.900 to 65.925

Treasurer Settlement:

At the close of each fiscal year, the county treasurer shall, within thirty (30) days
after the close of each fiscal year, make a complete settlement of accounts with
the fiscal court (KRS 68.020). After the fiscal court approves the treasurer’s annual

settlement, records of the settlement are filed in the office of the county clerk (KRS
68.030).

Auditor of Public Accounts



County Clerk Timelines

By January 15: No later than 30 By March 15: For Fee Pooling: Document Storage
days after each Fees:
quarter ends:

. KRS 64.012 -Be
 Final annual  Follow the accumulated and
direction of the transferred to the figcal
° Budget must settlement court or the legislative

* Quarterly oresented to ordinance for body of a consolidated

fiscal court.

be approved
by fiscal court

month|y local government or an
urban county

to Department submissions to government on a
monthly basis within ten

for Local fiscal court (10) davs following the
Government end of the month.

reports are due




Sheriff Timelines
* By January 15:

« Budget must be approved by fiscal court.
« By March 15" (Fee):
» Final annual settlement presented to FC. (KRS 134.192)

* No later than 30 days after each quarter ends:
* Quarterly reports are due to DLG.

« Within 60 days after close of fiscal year:
. é\%zt icé)lrcl)‘?iture report due to Kentucky Justice and Public Safety Cabinet. (KRS

o ‘Sr’ax ﬁ[A\cﬁ?unt: Monthly Reports — 10t day of month, Yearly Settlement — By
ept.

» For Fee Pooling, follow the direction of the ordinance for monthly
submissions to fiscal court.

Auditor of Public Accounts



Jailer Timelines

* By April 1:
« Jail fund budget proposed and submitted to fiscal court.
« KRS 441.215

* Following each fiscal year-end:

« Annual financial report for commissary funds due to the county
treasurer.

« KRS 441.135
« See DLG Budget Manual pages 65-60 for commissary information.

Auditor of Public Accounts



Other Important
Dates

 Single Audit Deadline
« March 30t

* Publication
« Within 30 days of audit

release (KRS 424.220 &
91A.040)

» Continuing Disclosure
Requirement
* Varies

Auditor of Public Accounts
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