Hinkle Annual Financial Data Reporting System

Quick Guide for Townships

The Hinkle Annual Financial Data Reporting System (Hinkle System) is an Internet based application that
allows certain financial statement, debt, and demographic data to be entered and transmitted to the
Auditor of State (AOS) to satisfy the filing requirements prescribed by the Ohio Revised Code (ORC) and
the Ohio Administrative Code (OAC). Select financial data is inputted into the Hinkle System and a
PDF of the complete unaudited financial statements, including notes to the financial statements, is
required to be uploaded into the Hinkle System.

Your entity's filing must be completed in the AOS' Hinkle Annual Financial Data Reporting System
(Hinkle System) via the entity-specific link available by logging into your entity's eServices account. The
Initial and Reminder Hinkle System Notices will include a link to the eServices website.

Important - The entity specific link is only available to the following roles in eServices: “Billing
Contact,” “Hinkle System Reporting” and “Hinkle System Reporting +eServices”

Click on the Login button (See Figurel).

eServices

In th mo!
i formation; a

“?Impmtanl are to keej ntac ¢ Clle Login on the
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eServices Website

System screen
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Figure 1

The Customer Log-in window will appear (See Figure 2). To access your entity’s Hinkle System link,
enter the email address and password for your entity’s eServices account. Please note, if you have not
accessed your eServices account since November 16, 2020, you will need to register as a new user to
access eServices.

OHIO AUDITOR OF STATE]
KEITH FABER

eServices - Ohio Auditor of State

Login to your account

Enter Customer
Email Address and
password

Figure 2
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OHIO AUDITOR OF STATE 0.00 HINKLE FILING STATUS:
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Figure 3

To access your filing links, click the green Begin Filing under Filing Link column for the appropriate
year-end (See Figure 4). This will take you into the Hinkle System to file. (Refer to Figure 6)

Click here to access

@ Gz Hinkle Syst i i
inkle System filings links. Please

B Statements The Hinkle System is an internet-based application that allows certain financial statement, debt, and demographic data to be entered and/or uploaded and transmitted to the Auditor of State (AOS) to satisf) ¢ fili h
requirements prescribed by the Ohio Revised Code and the Ohio Administrative Code. Your entity' fscal offcer or other assigned contact will be emailed an entity-specifc Hinkle System filing link shorty o~ 11IOT€ OTICC @ T1IINZ NAS
entity's fiscal year end. Your entity's specific Hinkle System filing link can also be accessible below by clicking on “Begin Filing" in the Filing Link column for the appropriate filing year-end. Once your enizs#® :

B3 Make a Payment is complete, it cannot be modified without contacting the AOS. been submltted, the

filing link will be

44 Account Activity To view your entity’s annual Hinkle System filing, please click on the applicable filing year under the "View" column. The data entered into the Hinkle System, if applicable for yoi , and a link to view the
o PDF document, required to include your entity’s final unaudited financial statements and notes to the financial statements, will be available as soon as your submission i pleted. locked
':L) Audit For additional guidance, please refer to the AOS website and AOS Bulletin 2015-007 or email HinkleSystem@ohioauditor.go

History/StaRS

* - Not applicable to UAN clients unless opted-out of UAN filing on entity's behalf or to request a filing extension

B IPA Contracts Only “Main,” “Hinkle System Reporting,” and “Hinkle System Reporting + eServices" users can view or share actjyg#ffkle System Filing links.
Filing Link* share Link* Filing Type Due Date Filing Date
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Figure 4

You can also share your link with another party, such as your financial statement compiler, from your
eServices account. Once you click on Share Link, a window will pop up (See Figure 5). Enter the name
and email address of the person you wish to send the filing link.

Share Hinkle Filing Link x

Who would you like to share this with?

Their name:

Their email:

Figure 5
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The following webpage (see Figure 6) will open when you click the green Begin Filing button in

eServices.
A : s al Data Repo 0
These fields will be
Entity Name Township < populated when the
County Hinkle System is
Filing Year December 31, 2020 accessed.

Welcome to the Hinkle Annual Financial Data Reporting System (Hinkle System).

The Ohio Revised Code (ORC) Section 117.38 requires that local public offices file their annual financial reports with the Auditor of State’s Office (AOS).
Further, the Chio Administrative Code (OAC) 117-2-03(B) requires that all counties, cities and school districts, including educational service centers and
community schools, prepare their financial reports pursuant to generally accepted accounting principles (GAAP). ORC Section 1724.05 requires community
improvement corporations established under this Code section to repert annually on a GAAP basis. Entities filing on a GAAP basis have 150 days, except for
community improvement corporations who have 120 days, following fiscal year-end to submit their annual financial reports to the AQS, while other entities
have 60 days following fiscal year-end to complete their submission. Previously, varicus submission methods were permitted by the AQS to comply with Ohic
law. These procedures have been modified with the development of the Hinkle System

With the Hinkle System, governmental entities are required to submit their financial statements and related footnotes through the online web application.
Select types of governmental entities (counties, cities, school districts, educational service centers, community schocls, villages, townships, and libraries) are
required to enter certain financial statement, debt, and demographic data.

In addition to keying the financial statement, debt and demographic data, entities will be required to upload a PDF document of the full financial statements,
as described below.

These submissions satisfy the filing requirements as specified in the ORC and the OAC. This manner of submission will allow the financial information to be

maintained in an electronic format, which will provide for more immediate access to the information.

Items Needed:

Figure 6

After reading the instructions, click the blue Begin Filing button on the main Hinkle System page. The
button appears as follows at the bottom of the webpage (see Figure 7).
HINKEE Annual Financial Data Reporting

4. After completing Step 3. enter information under the "Other Information — Demographics” section. Once the fields have been completed. select the

Save Changes” button at the bottom of the page and then the "Next” button to mowe to the next requirement

5. Full Financial Statement Upload - After completing Step 4, please upload a complete PDF copy of the financial statements. The components of the full
reperting package vary by basis of accounting as follows:

Governmental Entities filing GAAP, OCBOA Cash or OCBOA Modified Cash Basis:
= Management's Discussion & Analysis (GAAP — Required. Cash & Modified Cash-Optional)
= Basic Financial Statements

= Government-Wide Fin al Statements

= Fund Financial Statemen
= Notes to the Basic Financial Statements
= Any Other Required Supplementary Information (GAAP Only)
Regulatory Cash Basis Entities (commonly referred to as AOS basis):
+ Basic Financial Statements
= Statement(s) (or Combined Statement

of Receipts. Disbursements and Changes in Fund Balances

= MNotes to the Basic Financial Statements

The file to upload must be an Adobe Acrobat PDF file and the file must be less than 30MB. For help in converting and merging PDF files please see our
PDF Document Quick Guide which is available on the Annual Financ orting page of the website.

6. Enter your name and title and recognize the information entered is accurate and complete by placing a check in a box beside of the Acknowledgement

n order to complete the filing process, noting the information CA

Statement. Then, select the “Submit” button to the bottom right of the pa
be changed once this step has been completed

Click here to Begin
filing

Before you begin.

Important! Please read before you begin your filing.

Before you begin, please ensure that both of the foll g conditions are met:

er at a time w

- There is only one orking within the Hinkle Syst
+ That you only have one window or tab of your Hin

Tur filing.
™ filing open at a time.

f these conditions are not met. you g eCunter unexpected behavoir.

Figure 7
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After clicking the blue Begin Filing button, a warning pop up window will appear (see Figure 8). Please
ensure that you are the only user working within the Hinkle System on your filing and that you only have
one tab/window of your Hinkle System filing open before you proceed. If both conditions are met, click
"Continue" to proceed, otherwise click "Cancel."

Please ensure that you are the only user working within the Hinkle System
on your filing and that you only have one tab/window of your Hinkle
System filing open before you proceed. If both conditions are met please
click "Continue” to proceed, otherwise click "Cancel".

Figure 8

Once you click the Continue button, the following webpage will open (see Figure 9). Select the filing
type of your annual financial report. The options are Regulatory Cash, Cash (OCBOA Cash), Modified
Cash, (OCBOA Modified Cash) or GAAP. After the filing type has been selected, click the Begin Filing
button.

HINKEE Annual Financial Data Reporting The status bar will
indicate your filing

Townshi
P P phase. You must
o Begin Filing e o complete the 4 '
Setet 2 Enter Financi Submi Fil phases and submit
iling Type Data

to complete your
filing requirement.

Select Filing Type

The Ohio Administrative Code (OAC) 117-2-03(B) requires that all counties, cities and school districts, including educaticnal service centers and community schools, prepar:

financial reports pursuant to generally accepted ac il [CAAP) i 72 yires community jmprovement corporations established under this L%e

IMPORTANT: When selecting your filing type,
GAAP - Financial statement prepared in accordan 1 k . : d th . -t f 11
OCBOA Cash - Financial statements prepared on p €asc eep n min € ma_]Orl y ol sma

applied to the extent the statements are applicabl gOVemmentS report using the Regulatory cash
OCBOA Meodified Cash - Financial statements pr baSiS Of accounting ave been applied to the extent the
statements are applicable to the medified cash ba| : ong term investment activity. Other

section to report annually on a GAAP basis and Of rt annually in accordance to GAAP.

Board (GASB) Statements have been

common modifications include recording of capitd s.

Regulatory Cash - Financial statements preparad which ¢ cmpl,' vith the basis of accounting prescribed by the Auditor of State, commonly referred to as the AQS basis of

accounting.
Filing Type Click here to select
the filing type.
O Regulatory Cash P After the selection
© gfsgj ffhl . = is made, click here
OC A Modifie as : :
O GAAP to Begin filing

Begin Filing

Figure 9

Please consider the following when selecting your filing type: OCBOA Cash and OCBOA Modified
Cash basis of accounting are GAAP/GASB 34 look alike statements. The Regulatory cash basis of
accounting is also commonly described as the Auditor of State’s (AOS) Accounting Basis (permitted by
the financial reporting provisions of Ohio Revised Code Section 117.38 and Ohio Administrative Code
Section 117-2-03(D), which is an accounting basis other than accounting principles generally accepted in
the United States of America). The majority of small governments report on the Regulatory cash
basis of accounting. Additional guidance regarding basis of accounting is provided in the
Frequently Asked Questions.
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If after you have begun entering your data, you determine you have selected the wrong filing type, you
can clear the information you have entered and reset the filing type (see Figure 10).

HiINKEE Annual Financial Data Reporting

U Kegulatory Lasn pasis Enutles (Ccommoniy rererrea to as AU Dasis):

s Basic Financial Statements
= Statement(s) (or Combined Statement(s)) of Receipts, Disbursements and Changes in Fund Balances
= Notes to the Basic Financial Statements
The file to upload must be an Adobe Acrobat PDF file and the file must be less than 30MB. For help in converting and merging PDF files please see our
PDF Document Quick Guide which is available on the Annual Financial Reporting page of the website.

6. Enter your name and title and recognize the information entered is accurate and complete by placing a check in a box beside of the Acknowledgement
Statement. Then, select the "Submit” button to the bottom right of the page in order to complete the filing process, noting the information CANNOT
be changed once this step has been completed

Before you begin.

Important! Please read before you begin your filing.

After you have begun
Before you begin, please ensure that both of the following conditions are met: ﬁling, the Reset Fllll’lg
* There is only one user at a time working within the Hinkle System on your filing. Type Button will now
+ That you only have one window or tab of your Hinkle System filing open at a time. appear on the first page

of the Hinkle System

If these conditions are not met, you may encounter unexpected behavoir.

Figure 10

Reset Filing Type

After you select the Reset Filing Type button, a warning screen will appear (Figure 11). Resetting your
filing type will delete any data you have entered. Resetting will also delete any previously approved due
date extensions. Select only if you originally incorrectly selected the filing type for your entity. The
Reset button will need to be selected to complete the reset. You will then be able to go back to the Select
Filing Type page (Figure 9) and select the correct filing type.

H*N’K*:E’ Annual Financial Data Reporting

WARNING!!

Selecting this option will reset your filing and delete any data you have already entered.
Selecting this option will also delete any previously approved due date extensions.

If you originally incorrectly selected the filing type for your entity, select the RESET button below to restart your filing. If you have reached
this page in errer and do not wish to reset your filing, please select the CANCEL button to return to the previous page.

Figure 11

Note: The following pages depict the Regulatory Cash basis filing type. The Cash and Modified
Cash and GAAP basis statements differ, but the general process described throughout the
remainder of this Guide is applicable.
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After clicking the blue Begin Filing (see Figure 9) button, the following webpage will open (see Figure
12). Enter the amounts from the General Fund only from the Combined Statement of Cash Receipts,
Cash Disbursements, and Changes in Fund Cash Balances.

Requests for extensions
of due dates are required

Qe Dot 3/1/2021) — to be requested through
. = : the Hinkle System on or
The due date is © o Data Entry (3 ) 4} y
presented in - i " Stan before the
the right hand o statutory/extended due
corner based :}f’:ﬁ;‘cﬁ’%ﬁﬂ‘ﬁ“ Combined Statement Of Cash Receipts, Cash Disbursements, date. Please ref'erence'
upon the basis pre IR =S And Changes In Fund Cash Balances - Governmental Fund Types the separate Quick guide
- - General @ regarding extensions.

of accounting cgarding extensions
selected. Cash Receipts

Property and Other Local Taxes $ 0

Charges for Services B 0 \ .

Licenses, Permits and Fees $ 0 Clle here tO

Fines and Forfeitures $ 0 View the help

Intergovernmental $ 0 screen

Special Assessments $ 0 .

Earnings on Investments H 0 aVallable fOr

Payments in Lieu of Taxes $ 0 the Completlon

Royalties $ 0 Of this

Miscellaneous $ 0 ﬁnancial

Other Receipts H 0 statement

Total Cash Receipts $ [

Figure 12

Note: The o symbols identified above are located throughout the application to provide assistance with
each financial statement, certain account line items, and other requirements. If additional questions arise
that are not addressed within the Frequently Asked Questions or this Quick Guide, please contact the
Auditor of State’s Office using the audit inquiry application for assistance.

Once the information has been entered for the General Fund from the Combined Statement of Cash
Receipts, Cash Disbursements, and Changes in Fund Cash Balances, click the Save Changes button. The
button appears as follows at the bottom of the webpage (see Figure 13).

HiNHEEE Annual Financial Data Reporting

Township Due Date: 3/1/2021  Request an Extension
Sale of Notes B o
Loans Issued o
Other Debt Proceeds o
Sale of Refunding Debt o
Premium and Accrued Interest on Sale of Debt o
Discount on Debt @ o
Payment to Refunded Debt Escrow Agent @ &£ o
Sale of Capital Assets ~S s g
Transfers In [ Chck here tO
Transfers Out @) o A
Advances in > view the help
Advances Out o M
Other F\rancmggmtgz o screen aVallable
Other Financing Uses @ o for this account
Total Other Financing Receipts (Disbursements) s o line item.

Special and Extraordinary ltems

Special ltem B [

. Extracrdinary Item B °
CIICk here to Total Special and Extracrdinary Items S o
save your work
before exltlng L Net Change in Fund Cash Balances B o
or moving tO Fund Ca' lances, Beginning of Year 5 o
Fund Cash Balance® 5 o
the next page.
Figure 13
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Then click the Next button (see Figure 13). The following webpage will open (see Figure 14). Enter the
amounts from the Total (Memorandum Only) column of the Combined Statement of Cash Receipts, Cash
Disbursements, and Changes in Fund Cash Balances. The total will include all Governmental Funds
(General, Special Revenue, Debt Service, Capital Project and Permanent funds).

HiNHEEE Annual Financial Data Reporting

Township Due Date: 3/1/2021 Request an Extension

Data Entry
Enter Financial

C bi d Stat t Of C. Receipts, Cash H - -
Drsbureaments. Amd Chamges I bard Eash Ccombined Statement Of Cash Receipts, Cash Disbursements,
Balances -

Eolanes vernmental Fund Types - And Changes In Fund Cash Balances - Governmental Fund Types

‘Combined Statement Of Cash Receipts, Cash - Total Governmental Funds @
Disbursements, And Changes In Fund Cash

Balances - Governmental Fund Types - Total
‘Gowvernmental Funds Cash Receipts

ﬁ Property and Other Local Taxes s o
Charges for Services 5 o
Licenses, Permits and Fees s o
Fines and Forfeitures s ]
The statement you Intergovernmental 5 o
. Special As: sments s ]
are entering data
Earnings on Investments 5 o
into will be Payments in Lieu of Taxes s o
. . Royalties 5 o
identified here. Miscellaneous s o
Other Receipts 5 o
Total Cash Receipts s o
Cash Disbursements
Current:
General Government s o

Figure 14

Note: Special Revenue, Debt Service, Capital Project and Permanent funds will not be entered separately
in the Hinkle System. In addition, Enterprise, Internal Service, Agency, Investment Trust Private Purpose
Trust or Custodial Funds that may be reported by a Township will not be entered in the Hinkle System.

Once the information has been entered, click the Save Changes button which appears at the bottom of the
webpage (see Figure 15).

HiNHEEE Annual Financial Data Reporting

Township Due Date: 3/1/2021 Request an Extension
Sale of Notes $ o
Loans Issued 5 o
Other Debt Proceeds 5 o
sale of Refunding Debt s o
Premium a ued Interest on Sale of Debt B o
Discount on bt @ 5 o
ent to Refunded Debt Escrow Agent @ 5 o
Sale of Capital Assets B o
Transfers In 5 o
Transfers Out @ B o
3 o
es Out @ 5 o
Other Financing Sources s o
©Other Financing Uses @ s o
Total Other Financing Receipts (Disbursements; s o
Special and Extraordinary ltems
Special Item s ]
To return to the Extraordinary fterm 3 s
previous page of the Total Special and Extraordinary Items s °
filing, you can click the
< . ’9 Net Change in Fund Cash Balances $ o
Previous” button
Beginning of Year $ [
5 o

Figure 15

Note: The prior financial statement/requirement may be accessed by clicking the Previous button (see
Figure 15) whenever the button is present.
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Click the Next button (see Figure 15) after saving your changes. The following webpage will open (see
Figure 16). Enter the amounts of your long-term obligations existing at year-end for the governmental

activities by type of debt issue. If your Township holds enterprise related debt, please enter that debt as
part of Miscellaneous Long Term Bonds.

Data Reporting

LHALK Annual Financial
| HiNK

Township

Combined Statement Of Cash Receipts, Cash
Disbursements, And Changes In Fund Cash
Balances - Governmental Fund Types -
General

Combined Statement Of Cash Receipts, Cash
Disbursements, And Changes In Fund Cash
Balances - Governmental Fund Types - Total
Governmental Funds

Long Term Obligations At Year End -
Governmental

Due Date: 3/1/2023

Data Enftry

Enter Financial 4 1 anci & bmit Filir
Data eme: t To AC

Long Term Obligations At Year End - Governmental @

General Obligation Bonds
Special Assessment Bonds
Notes Payable

Loans Payable

Leases

Revenue Bonds

v v v |v v v ||

Miscellaneous Long Term Bonds

Request an Extension

Figure 16

Once the information has been entered, click the Save Changes button which appears at the bottom of the
webpage (see Figure 16). If you have no debt, you can click on the Next button (see Figure 16).

Click the Next button (see Figure 16). The following webpage will open (see Figure 17). Enter
information related to the demographics of your entity. The demographics information is requested to
provide perspective related to entity size. If you have questions regarding individual demographic
questions, please consult the Frequently Asked Questions.

HiNHEEE Annual Financial Data Reporting

Township

Combined Statement Of Cash Receipts, Cash
Disbursements, And Changes In Fund Cash
Balances - Governmental Fund Types -
General

Combined Statement Of Cash Receipts, Cash
Disbursements, And Changes In Fund
Balances - Governmental Fund Types -
Governmental Funds

Tota

Long Term Chbligations At Year End -
Governmental

Other Information - Demographic

Due Date: 3/1/2021

Data Entry

Enter Financial
Data

Other Information - Demographic

Request an Extension

Population 1]
Total Annual Final Appropriations for all Funds for The Reporting Year (7] s o
Full Tax Rate Per $1,000 of Assessed Valuation:

nside Millag 5 0.00
Outside (Voted) Millage s 0.00
Total Tax Rate 5 0
Total Assessed Property Tax Valuation s o
Unrestricted General Fund Carryover Cash Balance At Year-End 5 L]
Save Granger e~

Figure 17
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Once the information has been entered, click the Save Changes button (see Figure 17). Then click the
Next button (see Figure 17). For entities filing on the regulatory basis of accounting only, we offer the
option to upload two (2) separate PDF documents. Click the Upload Only 1 PDF File or Upload 2 PDF
Files (see Figure 18).

Since your entity has selected the regulatory cash basis, you have the option to upload your entity’s financial statements in either one (1)
or two (2) PDF files.

(Note: We now offer the option to upload two (2) separate PDF documents for regulatory cash basis filings because the Auditor of State’s
financial statement shells and notes to the financial statements shells are maintained separately, and many entities have struggled to
merge the completed financial statements and notes to the financial statements into one PDF document for submission.)

¢ If you select “Upload Only 1 PDF File” below, you must upload your entity’s financial statements and notes to the financial statements
in one PDF document.

¢ If you select “Upload 2 PDF Files” below, you will upload your entity’s financial statements as the first PDF file and your entity’s notes
to the financial statements as the second PDF file. If you select this option, the application will merge the two PDF documents into
one file for submission

AFTER YOU HAVE UPLOADED YOUR PDF DOCUMENT(S), PLEASE REMEMBER TO CLICK THE LINK TO VIEW THE FINAL DOCUMENT
PRIOR TO SUBMISSION.

Upload Only 1 PDF File | Upload 2 PDF Files

Figure 18

If Upload 2 PDF files is selected (see Figure 18), the following webpage will open (see Figure 19). This
page will allow for the upload of two Adobe Acrobat PDF files — one file for the financial statements and
one file for the notes to the financial statements. The combined size of the two PDF files together must

total less than 30MB.
You are in the
» Upload
A 2 A al Data Repo 0 P
Document
- Du : 3/1/2021 Request an Extension
Township phase as
o e e Upload Documén o Shown m the
ect a Financia Upload Financial br r
; B Slaamans win e status bar
Notes
Regulatory Cash Financial Statements and Notes to the Upload Requirements
H H Bef load any d its, pl
Financial Statements Uploads elore you uplaad any documents, please
consider the following
You have chosen to upload your regulatory cash basis financial statements via two PDF documents, which are:
* Both Files must be an Adobe Acrobat
« Regulatory Cash Basis Entities (commenly referred to as AOS basis): PDF file
o Basic Financial Statements ) ) )
s r Combined Statement(s) of Receipts, Disbursements and Changes in Fund Balances * The combined size of both files must
* Notes to the Basic Financial Statements total less than 30MB. Allows for upload
Upload the PDF document with the Statement(s) or Combined Statement(s)) of Receipts, Disbursements and - Of two PDF ﬁles’
Changes in Fund Balances financial statements here: Upload TIpS f f. . 1
R If you do not have Adobe Acrobat to create a one Ior Inancia
‘ Choose File ‘ No file chosen PDF, please see the following document to statements and one
guide you in doing so here,
Upload the PDF document with the Notes to the Financial Statements here: . fOr I]Otes tO the
‘ Choose File ‘ No file chosen ﬁnan(:lal
statements.
UJSIEET I Note: vour entity's PDF document will be publicly available on the Auditor of State's website following submission.

Figure 19

The following screens will demonstrate the upload using the Upload Only 1 PDF file. For regulatory
basis filers using the Upload 2 pdf files, you will need to follow the prompts to upload two files.
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Hinkle Annual Financial Data Reporting System
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Please note uploading subsequent PDF files will override the previous file uploads and only the last
uploaded file will be transmitted to the AOS. The Upload Tips provide access to a How to Create/Merge
a PDF Document quick guide that may aid you in converting and/or merging your files to a PDF format.

If Upload Only 1 PDF file was selected (see Figure 18), a single PDF file of the final full unaudited
financial reporting package, which is ready for audit, must be uploaded. The file must be a single Adobe
Acrobat PDF file, and the file must be less than 30MB.

HINKEE Annual Financial Data Reporting

Townsh-lp ‘ Due Date: 3/1/2021 Request an Extension You are 11’1 the

Upload

Upload Do

| Upload Financial = ) Document
Data Statements With
Notes phase as
Full Financial Statement Upload Upload Requirements shown in the
Please upload a PDF of the annual financial reporting package. The companents of the full reporting package vary by Before you upload 2 document, please status bar

consider the follo

basis of accounting as fol

* File must be an Adobe Acrobat PDF file.
* File must be less than 30MB

s
lonprefit Entities) filing GAAP, OCBOA Cash or OCBOA Modified Cash Basis: up|0ad TipS

Required, Cash & Modifisd Cash-Optional; however, include if prepared)

If you do not have Adobe Acrobat to create a
PDF, please see the following document to
guide you in doing so here,

sts)
d welfare organizstion, cptionsl for all other nonprofit

‘ Choose File | No file chosen

Click the Choose

M eI T TOF docurnent will be publicly svailstle on the Audior of State's website mission File button to
navigate to the file
< Previous

location

Figure 20

Using the Choose File button, navigate to the directory with the file you will upload into the system (See
Figures 20 & 21).

T [5 Annusi fmenciel Dot Reporins x|

<« () [ A No = . .
The File explorer will
D ~ .
© oren = o ata PO s open once you click the
S 4 B THeRC » Deskeop - « s Search Do Choose File button.
Organize v ew folder B- m @ o Navigate to the file to be
3 Quick access = SST-Directory-000919.pdf.pdf uploaded and Chck Open.
» | Web Based Reporting =] StaRS.jpg
X State Support Team Directory.pdf ents of the full repop#a package vary by
B Desktop 1% Summarized Annual Financial Repo..
@= Summarized Annual Financial Repo...

| tempsnip.png
=3 Test Response document.pdf

@5 TID_LIST 2.22.21 with entity number..
67 UAN Opt-Outs.xls

=3 Updated FAQs for Alternate Hinkle ...
B% Village Comparison.xlsc

fes n Funa Balances
CBOA Cash or OCEOA Modified Cash Basis: /

LOptienal: nowever, incilude It preparad)

=3 Webinar Recording Request Form v...
@2 WIOA local boards - ORC and 29 U

File name: | Test Response document.pdf

Cancel cts
ifare organization, optional for all ather nonprofit

Choose File [ No file chosen
< Previous

oliowing submission.

Figure 21
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Hinkle Annual Financial Data Reporting System
Quick Guide for Townships

Once you have selected the file, the directory and file will appear in the upload field. (See Figure 22). If
the file selection is correct, click the green Upload button (See Figure 22) to upload the file into the
Hinkle System.

HINKEE Annual Financial Data Reporting

Due Date: 3/2/2020 Request an Extension

Township

@ ezt Docurent If you click on the upload

Upload Financial Submit Filing

Firg hpe G S“mi/// button without a file
selected you will receive
PLEASE SELECT A FILE TO UPLOAD. / ‘ Upload Requirements “Please select a File to
Before you upload a document, please Upload” message. NOtC'
Full Financial Statement Upload e Fie it be am Aot Acrobet POF fie For regulatory basis filers
Please upload a PDF of the annual financial reporting package. The components of the full reporting package vary by * File must be less than 30MB ChOOSlng to upload tWO
basis of accounting as follows: . .
files, you will receive
«
<)) of Receipts, Disbursements and Changes in Fund Balances If you do not have Adobe Acrobat to create a Please ensure yOu haVC
PDF, please see the following document to selected both files to
guide you in doing so here. 9
upload.

consider the following:

* Regulatory Cash Basis Entities (commonly referred to as AOS basis): Upload Tips
Basic Fin

es) filing GAAR. OCBOA Cash or OCBOA Modified Cash Basis:
Medified Cash-Optional; however, include if prepared)

* Governmental
© Managemer

o Zas

The selected
file will
appear in this
field T

/ Use the
‘mation
Choose File
\ | Choose File ‘\Bs: Response document.pdf button tO
navigate to the

& [ILEY Bl Note: Your entity's PDF document will be publicly available on the Auditor of State's website following submission.

Any Othe

Once the correct éwimfimN;'npr;f.;;m
file is selected,

press the green
Upload button

file location

< Previous

Figure 22

The following message will appear if your file has been successfully uploaded (See Figure 23), however,
you must proceed to the next webpage to submit your Hinkle System filing. Once your file has been
successfully uploaded, click the Next button.

HiNKEE Annual Financial Data Reporting

Due Date: 3/1/2021 Request an Extension

e Upload Document
Enter Financia Upload Financial br r
Dat Statements With T

Notes

Township

NEXT STEPS: Upload Requirements

Before you upload a document, please
1. YOUR FINANCIAL STATEMENTS FILE HAS BEEN UPLOADED; HOWEVER, PLEASE VIEW UPLOADED FILE HERE TO

consider the following:
ENSURE IT IS THE ACCURATE FILE THAT CONTAINS THE FINANCIAL STATEMENTS AND NOTES TO THE FI

STATEMENTS. \ « File must be an Adobe Acrobat PDF file.
e File must be less than 30MB
2. ONCE YOU HAVE VERIFIED THE ACCURATE FILE HAS BEEN UPLOADED, PROCEED TO THE FINAL STEP TO SUBMIT THE \
HINKLE SYSTEM FILING BY CLICKING THE “NEXT" BUTTON AT THE BOTTOM OF THIS WEBPAGE. \
Upload Tips ~~

 you do not have Acl Before clicking the Next button to
Full Financial Statement Upload POF. plesse see thefold - move to the acknowledgment page
gudeyouindens= 1l 6 complete your Hinkle System
ety Bt i commonty rferd 50 AOS by submission, please click the View
Uploaded File Here button to

+ Combined Statement(s)) of Receipts, D s and Changes in Fund Balances

Please upload a PDF of the annual financial reporting package. The components of the full reporting package vary by
basis of accounting as follows:

© Basic Financial

= Notes to the Basic Financial Statements
* Governmental Entities (including Governmental Nonprfit Entities) filing GAAR, OCBOA Cash or OCBOA Maodified Cash Basis: COnﬁrm the correct file was
© Management's Discussion & Analysis (GAAP - Required, Cash & Modified Cash-Optional: however, include if prepared) uploaded

Figure 23
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Hinkle Annual Financial Data Reporting System
Quick Guide for Townships

The following web page will open (see Figure 24). Enter the name, title and the email address of the
individual completing the submission process. Click the box to acknowledge the information entered is
complete and accurate for the reporting year and basis of accounting selected. Then click the Submit

button.
Township You are in the
]
o o o o Acknowledge / ACknOWle.dge phase
. e— Upload Financi Submit Filing as shown in the
F Dat Stateme t To AOS
i status bar
Name ‘ ‘
Titl .
e | } Click the box to
Emai
majy acknowledge the
” information entered is
OTcknowledge the information | have entered into the Auditor of State of Ohio’s Hinkle Annual Financial
) : . . - complete and accurate for
Data Reporting System (Hinkle System) is complete and accurate for the reporting year and the filing type X
E (basis of accounting) selected. the reportlng year and
nter name, . .
title and basis of accounting
. I further acknowledge the financial statements and notes to the financial statements uploaded and submitted selected. You also
;2}211 address via t-he Hinkle System are the final, unaudited financial statements and notes to the financial statements to be acknowledge the
audited. financial statements and
NOTE: Your entity's Hinkle System filing will be publicly available on the Auditor of State's website following notes uploa.ded arc the.
submission. final unaudited financial
statements and notes to
be audited.
i

Figure 24

Once you have clicked the Submit button, a pop up box will appear (See Figure 25). The following
message is included in the pop up box. Click Yes to submit your filing or click Cancel if you need to go
back and make changes.

VERY IMPORTANT!

Upon submission, your Hinkle System filing link will lock and no changes can be made.

The uploaded financial statements, including notes to the financial statements, will be subject to audit
upon submission. However, the content of your Hinkle System filing will not generally be reviewed until
the audit commences.

Prior to submitting, please ensure you have selected the appropriate filing type (basis of
accounting) and viewed the uploaded document to ensure it is the proper file with the final, unaudited
financial statements that has been reviewed for accuracy and completeness.

Once submitted, your entity's unaudited financial statements and keyed data (if applicable) will be publicly
available on the Auditor of State’s website. :

By clicking "Yes" below, you are affirming the accuracy and completeness of the entity’s Hinkle System
filing and transmitting the filing to the Ohio Auditor of State’s Office.

This message also reminds you the filed information will be publically available on the Auditor of State’s
website after submission. Click the Cancel button to go back for further review of your filing. Click the
OK button to complete the submission. NOTE: The data entered into the Hinkle System cannot be
modified once the Submit button has been clicked. Please ensure the final data to be reported is
entered prior to submitting.
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Hinkle Annual Financial Data Reporting S
Quick Guide for Townships

VERY IMPORTANT!

Upon submission, your Hinkle Sy filing link will lock and no
changes can be made.

The uploaded financial statements, including notes to the financial
statements, will be subject to audit upon submission. However, the content

of your Hinkle System filing will not generally be reviewed until the audit

commences Click Yes to
ubmit your

Prior to submitting, please ensure you have selected the appropriate filing fs| |y0k

type (basis of accounting) and viewed the uploaded document to ensure it 1ling, ¢ I_C

is the proper file with the final, unaudited financial statements that has Cancel if not

been reviewed for accuracy and completeness. ready to submit.

Once submitted, your entity’s unaudited financial statements and keyed
data (if applicable) will be publicly available on the Auditor of State’s

website.

By clicking “Yes” below, you are affirming the accuracy and completeness of
the entity's Hinkle System filing and transmitting the filing to the Ohio
Auditor of State's Office.

Figure 25

When you click Yes to submit (see Figure 25), the button will change to indicate Please Wait (See Figure
26). Please do not close the window or log off until the Thank you for filing message appears (See Figure
27). The submission progress may take a few moments depending on how large your file upload is and
how many other entities are using the system.

VERY IMPORTANT!

Upon submission, your Hinkle System filing link will lock and no
changes can be made.

The uploaded financial statements, including notes to the financial
statements, will be subject to audit upon submission. However, the content
of your Hinkle System filing will not generally be reviewed until the audit
commences.

Prior to submitting, please ensure you have selected the appropriate filing
type (basis of accounting) and viewed the uploaded document to ensure it
is the proper file with the final, unaudited financial statements that has
been reviewed for accuracy and completeness.

Once submitted, your entity’s unaudited financial statements and keyed
data (if applicable) will be publicly available on the Auditor of State’s
website.

By clicking "Yes" below, you are affirming the accuracy and completeness of This will indicate

the entity’s Hinkle System filing and transmitting the filing to the Ohio Please Wait — do not
Auditor of State’s Office. close out the window
or log off until the next
screen appears. .

Figure 26

The following message (see Figure 27) will appear if the reporting requirements were submitted timely,
as specified in Ohio Revised Code Section 117.38.

13|Page



Hinkle Annual Financial Data Reporting System

Quick Guide for Townships

H'}N’Kt‘E’ Annual Financial Data Reporting

Thank you for filing . County's 2021 annual financial report as required by the Ohio Revised Code (ORC) §117.38 and Ohio Administrative
Code (OAC) §117-2-03(B) via the Auditor of State’s (AOS) Hinkle System. The completeness and accuracy of the filing will be evaluated at the time the audit is performed.

Once submitted, the information is locked and cannot be modified. . If you have questions, please contact the AOS using the inguiry form.

The Auditor of State’s office provides a method to uplead documents via your AOS eServices account in preparation for the audit of your entity’s financial statements.
Documents normally requested at the beginning of an audit are listed within the “Audits” tab under the Document Center tab. Certain documents can be uploaded at any
time after the reporting year has ended rather than waiting for the audit to commence. In addition, auditers can request any entity contact person within eServices to submit
other documents in preparation for or during the audit. #

Uniform Accounting Network (UAN) clients: As part of the UAN year end procedures, UAN clients were given an option to provide additional UAN generated reports to
audit staff in preparation for audit. If you authorized UAN to file the additional audit reports, those documents were uploaded as part of the year end filing and can be
viewed via your AOS eServices account within the “Audits tab under the Documents Center tab. UAN cannot submit documents on behalf of a client who has been opted-
out,

Your entity's Hinkle System filings and preliminary Financial Health Indicators report, it applicable®, will be available using your entity’s eServices account here. Once logged in,
click the "HINKLE SYSTEM" tab on the screen. This link will also provide the status of your entity’s Hinkle System filing and access to view/print/save the data/decument which
has been keyed/uploaded into the system.

Note: If applicable, it is still necessary for your entity to publish notice in a newspaper circulated in your political subdivision or taxing district indicating the full financial
report has been completed and is available for public inspection at your entity's office, as required by ORC 117.38.

*Financial Health Indicator (FHI) reports are ONLY generated for cities and counties, and will be posted publicly on the Auditor of State’s website 14 days from the date of this
email. Prior to that posting, we encourage you to review your entity's preliminary FHI report for any errors and if you choose, prepare a response to the FHI results to post on
your entity's website. Questions related to your entity's preliminary FHI report should be directed to FHindicators@ohioauditor.gov.

# The AOS eServices account audit document upload in currently not available for the follow entity types: Hospital, Universities/Colleges/Tech, Retirement Systems and those
classified as Other

Figure 27

If the financial statements were submitted to the Auditor of State as required by Ohio Administrative
Code 117-2-03(B) but not in accordance with the timing requirements specified in Ohio Revised Code
Section 117.38, including any approved extension, the following additional paragraphs (see Figure 28)
will be included in the message from Figure 27 after clicking the Yes button (see Figure 25).

ORC §117.38 requires entities filing on a generally accepted accounting principles (GAAP) basis (other than universities/colleges,
community improvement corporations, including economic development corporations and county land reutilization corporations) to
submit their financial reports to the AOS within 150 days of their fiscal year-end.

ORC §1724.05 requires community improvement corporations, including economic development corporations and county land
reutilization corporations, to submit their annual reports to the AOS within 120 days of their fiscal year-end.

OAC §126:3-1-01(2)(a) requires universities and colleges to submit their financial statements to the AOS no later than October thirty-first
(31st) of each year.

All other entities with a statutory filing requirement under ORC §117.38 must submit their financial statements to the AOS within 60
days of their fiscal year-end.

The AOS may, in limited circumstances, approve an extension to the statutory due date.

Your entity did not file by the statutory or extended due date.

Since your entity did not file within the parameters described above, it may be subject to the penalties prescribed in ORC §117.38.

Figure 28
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In addition to the completed message (see Figure 27 or 28), an email (see Figure 29) will be sent to the
email address entered on the acknowledgement page (see Figure 24). If the email entered on the
acknowledgement page is not the email address of the primary contact on file with our office, an
additional email will be sent to the entity’s primary contact.

[:I \ "h‘E Annual Financial Data Reporting

Thank you for filing County’s 2020 annual financial report as required by the Ohio Revised Code (ORC) §117 38 and Ohio Administrative Code (OAC)
§117-2-03(B) via the Auditor of State’s (AOS) Hinkle System. The completeness and accuracy of the filing will be evaluated at the time the audit is performed.

Once submitted, the information is locked and cannot be modified. . If you have questions, please contact the AOS using the inquiry form.

The Auditor of State’s office provides a method to upload decuments via your AOS eServices account in preparation for the audit of your entity’s financial statements. Documents
normally requested at the beginning of an audit are histed within the “Audits™ tab under the Document Center tab. Certain documents can be uploaded at any time after the reporting
year has ended rather than waiting for the audit to commence. In addition, auditors can request any enfity contact person within eServices to submit other documents 1n preparation for
or during the audit. #

Uniform Accounting Network (UAN) clients: As part of the UAN year end procedures, UAN clients were given an option to provide additional UAN generated reports to audit staff
in preparation for audit. If you authorized UAN to file the additional audit reports. those documents were uploaded as part of the year end filing and can be viewed via your AOS
eServices account within the “Audits tab under the Documents Center tab. UAN cannot submit documents on behalf of a client who has been opted-out.

Your entity’s Hinkle System filings and preliminary Financial Health Indicators report. if applicable®, will be available using your entity’s eServices account here. Once logged 1n,
click the "HINKLE SYSTEM™ tab on the screen. This link will also provide the status of your entity’s Hinkle System filing and access to view/print/save the data’document which has
been keyed/uploaded mto the system.

Note: If applicable, 1t is still necessary for your entity to publish notice in a newspaper circulated in vour political subdivision or taxing district indicating the full financial report has
been completed and is available for public inspection at your entity’s office, as required by ORC 117.38.

*Financial Health Indicator (FHI) reports are ONLY generated for cities and counties, and will be posted publicly on the Auditor of State’s website 14 days from the date of this email
Prior to that posting, we encourage you to review your entity’s preliminary FHI report for any errors and if you choose, prepare a response to the FHI results to post on your entity’s
website. Questions related to your entity’s preliminary FHI report should be directed to FHindicators{@ohioauditor.gov.

# The AOS eServices account audit document upload in currently not available for the follow entity types: Hospital, Universities/Colleges/Tech. Retirement Systems and those
classified as Other

Figure 29

Your entity can view your Hinkle System filings, using your entity’s eServices account here. Click on the
eServices Website button (See Figure 1). Once you have logged in, click the “Hinkle System” link on the
left side of the page (See Figure 3). To view your submitted filings, click the View column for the
appropriate year end date (See Figure 30).

5 Gl Hinkle System

@ stateme The Hinkle System is an internet-based application that allows certain financial statement, debt, and demographic data to be entered and/or uploaded and transmitted to the Auditor of State (AOS) to satisfy the filing
requirements prescribed by the Ohio Revised Code and the Ohio Administrative Code. Your entity's fiscal officer or other assigned contact will be emailed an entity-specific Hinkle System filing link shortly after your
entity’s fiscal year end. Your entity's specific Hinkle System filing link can also be accessible below by clicking on “Begin Filing” in the Filing Link column for the appropriate filing year-end. Once your entity's annual filing

Click here = Make a Payme is complete, it cannot be modified without contacting the AGS.

to access ey To view your entity's annual Hinkle System filing, please click on the applicable filing year under the “View" column. The data entered into the Hinkle System, if applicable for your e} Click the document
R PDF documen,requied to include your enty’ final unauited fnancil statements and notes o th fnancil satements. wil b avalabl 3 soon as your sumission scompleted £y the vear end

submitted y

. Aud For additional guidance, please refer to the AOS website and AOS Bulletin 2015-007 or email HinkleSystem@ohioauditor.gov. fihn tO be Viewed
filings g .

* - Not applicable to UAN clients unless opted-out of UAN filing on entity's behalf or to request a filing extegsian

= |PA Contra Only "Main,” “Hinkle System Reporting,” and "Hinkle System Repogiias Vices” users can view or share active Hinkle System Filing links.
_ Year End Filing Link* Share Link* ili Due Date Filing Date
B
A E 12/31/2021 Submitted Regulatory 3/1/2022 2/28/2022
o Pro E 12/31/2020 Submitted Regulatory 2/1/2021 3/1/2021
Bl Bearmmi@mmie E 12/31/2019 Submitted Regulatory 3/2/2020 2/29/2020
& Co E 12/31/2018 Submitted Regulatory 3/1/2019 2/27/2019
E 12/31/2017 Submitted Regulatory 3/1/2018 7/2/2019
Ad
E 12/31/2016 Submitted Regulatory 3/1/2017 7/12/2017
[} 12/31/2015 Submitted Regulatory 2/29/2016 2/29/2016
Figure 30

Once you click on the document for the desired year end (see Figure 30), the Hinkle Annual Financial
Data Viewer for the selected filing opens. (See Figure 31). The Viewer provides filing details including
access to the keyed data which can be exported to excel and to the PDF file uploaded. To access the PDF
file click on the “View All Details” link.
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HiNKt-EAnnual Financial Data Reporting I

Financial Data Viewer Click here to access
additional filing
details including the

Filing details for I I

Entity 1D: I I Entity Type: | | Uploaded PDF Flle
Filing Type: Regulatary Filing Period: Btember 31, 2019
Audit Opinion: I I sToncompliant: r I

The fields highlighted in blue will be
populated and will identify the entity,

ot rnds e\ customer number and entity type. If
Click here to expand the an audit is complete, the fields
Combined Statement Of Cash Receipts, m statements to ViCW the data lental Funds - Total Govg hlghhghted i‘n green Wlu also be
Statement Of Receipts, Disbursements And Changes || keyed into the H]nkle pOplﬂated Wlth the Oplnlon type and
System or click the “Export indicate if certain noncompliance was
Long Term Obligations At Year End . . . .
to Excel” to download an identified during the audit.
Other Information - Demographic excel ﬁle Of the data
Figure 31

Once you click on View All Details, the following window opens (See Figure 32). This window provides
details of the filing history for this year end, including the Name, Title and email address of the filer. The
document uploaded into the Hinkle System is available for viewing, printing or saving from this screen.
This screen will also provide a history of access to the filing link for the selected period, extension
requests and any notes added by the Hinkle System Managers.

HiNK4E Annual Financial Data Reporting

Financial Data Viewer
Filing Details

Filed: 2/19/2020 1:55:21 PM County:

Filed By: UAN Required Filing Type:

Filed By Title: UAN Statutory Due Date: 3/2/2020
Status: Submitted Extension: N/A

Uploaded Document: ':*1 Extension Documents:

Status History Click here to access the
Uploaded PDF file.

Status Updated By Date

Submitted UAN 2/19/2020

Figure 32

Please Note: The data keyed into the Hinkle System and the pdf file uploaded into the system will also be
publicly available on the Auditor of State’s website a day after submission. The keyed data appears as a
part of the summarized data for all Townships reporting by basis of accounting. A link to the pdf
uploaded financial statements and notes is available as part of the Unaudited Annual Report Filing Status
spreadsheet. This spreadsheet provides a summary of the Due Dates, Filed Dates and links to the PDF
filed for each entity type with a requirement to file annual financial statements and notes with the Auditor
of State. The Summarized Annual Financial Reports and the Unaudited Annual Report Filing Status are
available at this link.
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eServices Document Center

The Auditor of State’s office provides a method to upload documents via your AOS eServices account in
preparation for the audit of your entity’s financial statements. Documents normally requested at the
beginning of an audit are listed within the “Audits” tab under the Document Center tab (see Figure 33).
Certain documents can be uploaded at any time after the reporting year has ended rather than waiting for
the audit to commence. In addition, auditors can request any entity contact person within eServices to
submit other documents in preparation for or during the audit.

Uniform Accounting Network (UAN) clients: As part of the UAN year-end procedures, UAN clients are
given an option to provide additional UAN generated reports to audit staff in preparation for audit. If you
authorized UAN to file the additional audit reports, those documents were uploaded as part of the year
end filing and can be viewed via your AOS eServices account with the “Audits” tab under the Document
Center tab. UAN cannot submit documents on behalf of a client who has been opted-out.

Once you log in to eServices, click on the Document Center tab (see Figure 33). The Document Center
will open and list Project numbers related to your entity. If the year end for the project has passed, a
View Project Documents button will be available. Click the View Projects Documents (Figure 33) to
access the list of requested documents (see Figure 34).

e
OHIO AUDITOR OF STATE' [S) $ HINKLE FILING STATUS:
KEITH FABE_,R A ‘Current Balance Up-to-date

G Home Document Center

[ Statements

Audits AQS Notifications/Other Filings

E Make a Payment

Audit

ﬁﬁ Account Activity Audit Documentation Submission

Welcome to the Auditor of State of Ohic's eServices audit documentation webpage!

In preparation for your next audit. we request that your entity upload certain documents related to each filing year. To view the list of requested documents
‘® Audit History/StaRS and upload, please click on the "View Project Documents” button for the filing year.

Note: if your entity is scheduled to receive a biennial (two-year) audit. documents should be uploaded for each year before

B IPA Contracts entity’s annual Hinkle System filings. Cllck here to access the llSt Of

The documents uploaded may be in Word, Excel or PDF format. documents requested for each
[®) Hinkle System

AR {h Project Number Period Year Within Audit year

AA222 1/1/2021- 12/31/2022 2021(1/2) Financial period has not ended. /
& My Profile

-ARA222 1/1/2021-12/31/2022 2022(2/2) Financial period has not ended.
Document Center )

! FA220 1/1/2019- 12/31/2020 201801 /2)

E4 Contact Us

FA220 1/1/2019- 12/31/2020 20202/2)
Admin

Figure 33
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Documentation Requested for Audit .
o Please click the “upload” button to search for the file to upload for each document requested below for the sudit period listed above. Click upload to upload the
« Once you have uploaded the document, you will be able to view the uploaded file to ensure the proper document was provided. If the correct document was not submitted, you may click the "Upl ted d t
which will replace the initial document uploaded. requested aocument.
+ Only one document may be uploaded for each item listed
« IMPORTANT - Please ensure your entity does not transmit personal information to the Auditor of State (AQS). 2
Project Documents for Year 1/2 (2019)
Document Type File Name Uploaded Uploaded By
Summary Fund Report No file found Upload
Detail Fund Report Mo file found. Upload
Non-Payroll Check Register No file found. Upload
Payroll Check Register No file found. Upload
Detail Revenue Report No file found Upload
Detail Expenditure Report No file found Upload
Outstanding Purchase Order Report No file found Upload
Monthly Bank Reconciliations No file found Upload
Monthly Payroll Bank Reconciliations No file found Upload

Figure 34

Once you click Upload (see Figure 34), the following window will open. Click Choose File, the file
explorer will open. Navigate to the file to be uploaded and click Open. The file name will now be listed
in the window. Click Submit to upload the file (see Figure 35). Repeat for each document type
requested.

The File explorer will open once
you click the Choose File
button. Navigate to the file to be

Detail Fund Report uploaded and click Open. Once
the file is selected, click Submit

to upload the file.

Upload File For Project: -FA121

Figure 35

The document center also includes a list of other documents to be gathered for an audit (see Figure 36).

Document Requests

required to be provided at time of the audit
In additien to the data provided above, please gather the following documentation for the audit period (if applicable) to provide to the auditors at the commencement of the audit (these documents are not required to be uploaded):
« Minutes for each board mesting during the audit period
« If not included in the uploaded cash reconciliations above, bank reconciling supperting decumentation (bank statements, investment statements, outstanding check lists, etc.)
« Online access bank statements for confirmation of accounts (passwords should NOT be provided)
Daily sweep account confirmations

« Current investment policies and bank depository agreements
Duplicate receipts or “pay-in book’

County Auditor tax settlement sheets

Income tax remittance reports

« IRS W-2 tax forms issued in January of each year in the audit period

« IRS 1099 tax forms issued in January of each year in the audit period

« New bargaining unit/negotiated agreements and any updates to negotiated agreements that were in place during the prier audit period, if applicable
« IRS 941 tax forms, pension filings and supperting decumentation (deduction reports and payment support)

o List of retired or terminated employees and related pay-out calculations

« All original and amended certificates of estimated resources

« All appropriations resolutions and amendments, if applicable

« Bonded debt agreements and any other debt support for new debt issued or refunded

Public official bonds covering the audit period

Access to employee personnel manual and policies and/or copies of updated policies during the audit period

Figure 36

If additional questions arise that are not addressed within the Frequently Asked Questions or this Quick
Guide, please contact the Auditor of State’s Office using the audit inquiry application for assistance.

I8|Page


https://ohioauditor.gov/financialreporting/docs/Hinkle_System_FAQ_Jan_2023.pdf
https://forms.ohioauditor.gov/AuditInquiryForm

