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How do I record…

Presented by:

Local Government Services

Southwest Region
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Discussion will include….
• OPWC/OWDA Payments

• FEMA monies

• GASB 54

• Transfers and Advances

• New Funds

• Deficit Balances

• and much more…..
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Special Levy Monies
Question:  Am I allowed to use the fire levy 
to pay for the fire truck loan?

Answer:  The ballot language would 
determine this answer.  I recommend 
consulting your legal counsel.
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Income Taxes
Question:  Do I withhold income taxes on?

Answer:  The laws change all the time.  I 
recommend calling the IRS directly.

5

OPWC/OWDA Payments

Question:  OPWC is paying the contractor 
directly, do I have to record the payments?

Answer:  Yes, you need to record both the 
revenue and the expenditure. (UAN users –
memo receipt)

AOS Bulletin 2002-004
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FEMA Grants

Question:  I received FEMA monies, what do 
I need to do?

Answer:  FEMA monies need to run through 
the FEMA fund (even if reimbursing  another 
fund)

AOS Bulletin 1998-013



Date:  May 28, 2002
Bulletin  2002-004

TO: CITY AUDITORS
COUNTY AUDITORS
TOWNSHIP CLERKS
VILLAGE CLERKS
COUNTY ENGINEERS
INDEPENDENT PUBLIC ACCOUNTANTS

SUBJECT: PUBLIC WORKS COMMISSIONS INFRASTRUCTURE PROJECT 
ACCOUNTING (ISSUE 2 MONEY)

The purpose of this advisory bulletin is to inform you of the accounting treatment for
infrastructure projects funded through the Ohio Public Works Commission (OPWC).
This bulletin updates and combines the guidance provided in prior bulletins on State
Issue 2 grants (MAS Bulletin 89-17) and the retainage on contracts (MAS Bulletin 89-11).

A  -  Establishment of Fund(s)

All local governments participating in Issue 2 Funds (single or multi-project grant) must,
for each project awarded, establish a capital projects fund to account for both the Issue 2
monies and local matching funds. It is not necessary to obtain authorization from the
Auditor of State to establish the fund(s) because the authority exists under Section
5705.09 of the Ohio Revised Code. The purpose of the fund is to account for the related
revenues and expenditures to the extent the local government has received benefit from
the project.

The appropriate fund numbers are: County Assigned by County
City Assigned by City
Township 14
Township UAN 4401-4499
Village D1
Village UAN 4901-4499

B  -  Local Government Matching Requirement

The local governments matching requirement may be satisfied with note or bond 
proceeds, loans, other grants designated for the same purpose, monies available from
other funds of the local government, or labor, materials and equipment that will be 
contributed to the project by the local government. 

In a case where monies available from other funds (i.e., General Fund) will be used to
meet matching requirements, the local government shall transfer these monies, providing
statutory authority exists for the transfer of the monies, to the capital projects fund. If the
authority does not exist for the transfer of monies to the capital projects fund, (i.e., gas
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tax, motor vehicle registration fees, street construction, road and bridge funds) then the
local governments shall appropriate and expend its matching requirement directly from
the other fund if lawfully permitted. It is the local government’s responsibility to 
establish the appropriate account codes to segregate these expenditures from the other 
expenditures of the fund. Segregation of these expenditures is essential in demonstrating
compliance with the matching requirement.

In a case where the local government has approval to contribute labor, materials and
equipment, or engineering costs to meet matching requirements, all efforts should be
made to record the costs in the project fund. This situation may require interfund
billings.

C  -  Certificate of Estimated Resources and Appropriations

The local government shall include in its official or amended certificate of estimated
resources the amount of Issue 2 monies anticipated to be received into the project fund
during the fiscal year, along with its matching requirements, if appropriate. The fund
appropriations should include the amount necessary to meet the obligations to be
incurred during the fiscal year. If the project is not expected to be completed in the 
current year, the remainder of the project must be appropriated immediately in the 
subsequent year(s).

In situations when the grant or loan will be received after the expenditures have been
incurred, it is possible that the local government will have appropriated an amount in
one fiscal year that is in excess of the amount reflected as available on the amended 
certificate of estimated resources.  This situation will not constitute a noncompliance 
citation during an audit.  This approach is only acceptable when the eventual receipt of
the resources to pay for the full amount of the contract is certain, such as when the
money will be coming from the State or Federal government based on an approved
grant.

D  -  Recording of Issue 2 Monies 

The OPWC will make payments to the contractor(s) for its share based on invoices sub-
mitted by the fiscal officer or to the local government as a reimbursement. For payments
made to the contractor, the State will notify the fiscal officer of the amount disbursed.
Upon receipt of this notice, each local government shall record a receipt and expenditure
in the capital projects fund equal to the amount disbursed by the OPWC.

E  -  Multi-Project Grants

In situations where one local government agrees to act as fiscal agent for a multi-project
grant, the fiscal agent should establish an agency fund for the collection of participating
subdivisions' matching shares, and the subsequent payments to the contractors, if the
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agreement between the subdivisions calls for the collection of matching shares. The 
project manager, chief fiscal officer and chief executive officer designated in the grant
agreement are responsible for maintaining a complete set of records to account for the
complete project, including notification to each participating subdivision of revenues and
expenditures it should post to its own capital projects fund, and the basis of any 
proration used. In order to accomplish this, it will be necessary to obtain either engineer
or contractor cooperation to determine which subdivision(s) benefit from each invoice,
and the respective amounts.

F  -  Accounting for Project Receipts and Expenditures Accurately

Each local government participating in a multi-project grant (one grant awarded to a
group of local governments) needs to be able to identify the project activity related to
their own government. Unless this information is provided to the local government by
the project manager, fiscal officer or other appropriate parties, the accounting records will
not accurately reflect the local government’s portion of the project. It will also be 
necessary for each participating local government to receive this information on a timely
basis. Receiving information on a timely basis will enable the local government to record
the activity in the proper accounting period and will facilitate the preparation of accurate
financial reports.

G  -  Retainage Requirements

Section 153.13 of the Revised Code establishes that for contracts of $15,000 or greater, the
amount of the retainage is to be withheld from the first 50 percent of the payments made.
When the invoice which would put the project at or over 50 percent completed is
processed, the total contracted retainage amount which has been retained (8 percent from
the first 50 percent of payments) should be placed in escrow (in a separate bank account
or otherwise in conjunction with the provisions of Section 153.63 of the Revised Code).

Please note that in regard to the fund to be used, the capital projects fund can and should
account for payments and continue to hold the retainage. There is no need for a separate
fund. Rather, in the case of complying with Section 153.63 of the Revised Code, the
emphasis should be in meeting the escrow requirements.

As an example, if we assume the capital projects fund is being used and a $100,000 
contract exists with a 4 percent retainage, (8 percent of the payments made up to the 50
percent point as described in Sections 153.12 and 153.14 of the Revised Code), one could
track through the escrow as follows:
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* At the third payment, the 50 percent completed point was reached and the $3,200
retained from the first 2 payments, plus the $800 from the third payment was placed in
escrow. Please note that the total retainage of $4,000 was reached from the first 50 percent
of the payments. At the 50 percent completed point, all retainage was placed in escrow. 

Turning our attention to the fund involved, we find the following:

**  The 50 percent completed point is reached. The governmental entity should obtain a
monthly bank statement or other monthly accounting of the escrowed money from the
escrow agent to use as a reconciliation item in the monthly cash reconciliation.
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Invoice Received and Amount Retained
Payment Requested     Amount Paid           No Escrow           Amount in Escrow

#1         $20,000 $18,400 $1,600 -0-
2           20,000 18,400 1,600 -0-
3*         20,000 19,200 -0- $4,000
4           20,000 20,000 -0- 4,000
5           20,000 20,000 -0- 4,000

Invoice Received and Balance in Regular Balance in
Payment Requested     Fund Balance         Bank Account          Escrow Account

Beginning Balance            $100,000 $100,000 -0-

#1         $20,000 81,600 81,600 -0-
2           20,000 63,200 63,200 -0-
3** 20,000 44,000 40,000 $4,000
4           20,000 24,000 20,000 4,000
5           20,000 4,000 -0- 4,000
Escrow is paid                       -0-                          -0- -0-
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TO: All City Auditors, Finance Directors and Treasurers
All Village Clerks and Treasurers
All Township Clerks
All County Auditors
All IPAs

SUBJECT: Accounting for FEMA grants

This office has been receiving numerous questions about the proper accounting treatment for grants
received from the Federal Emergency Management Agency.  The following are some general
guidelines for handling FEMA money:

A. When no work has been completed at the time a check is received, your entity must:

1) Place all funds into a special FEMA fund,

2) Pay bills directly from the FEMA fund keeping in mind that the FEMA fund pays the
federal share of each Damage Survey Report (DSR), that is 75% (federal) of the
100% total.  The remaining 25% state/local match of any bills may be paid out of  the
general fund or other non-federal fund that permits expenditures for this purpose.
When the state share is received, the state money may be receipted directly into the
fund(s) from which the original payment(s) were made.  As an alternative, if you wish
to keep all expenditures related to the project in one fund, money may be advanced
to the FEMA fund and repaid when the state share is received.  The Auditor of State
recommends that all project expenditures be maintained in one fund.

B. When a portion or all of the work has been completed and paid for at the time the FEMA
money is received, your entity must:

1) Place all funds into a special FEMA fund,

2) For work completed and paid for, reimburse the fund(s) used to pay for the goods
and/or services (before the FEMA money was received).  One way to repay the fund
is to reduce the expenditure in the fund making the original payment and to record the
expenditure in the FEMA fund.  A second method is to have advanced money to the
FEMA fund in anticipation of the receipt of the grant.  Repay the advance once the
FEMA money is received.  A third approach is to transfer the FEMA money from the
FEMA fund to the fund that made the original payments.

A final alternative to repay from the FEMA fund is to create a bill from the fund that



made the original payment to the FEMA fund. The bill should identify the invoices(s)
that were previously paid and show the portion(s) that are being charged to the
FEMA fund.  This method is most useful when the original expenditures were made
in one year and receipt of the FEMA money didn’t occur until the following year.

3) For Townships and Villages on the UAN system, the system will permit any of these
procedures.  Please call 1-800-833-8261 for any information on how to properly
handle these types of transactions on the UAN system.

Other governments that have questions about accounting or interfund transactions
may call 1-800-345-2519.

4) For any work not completed at the time FEMA money is received, please follow the
instruction(s) shown under A.

5) Again, please keep in mind that the Federal FEMA money is to pay 75% federal
match with the remaining 25% being paid from the state/local matching funds.

Please note that it is not necessary to create a FEMA fund for each Damage Survey Report.  You
need only create this fund for the entire grant.  Appropriate fund numbers are as follows:

Villages Alpha-Numeric   Numeric
    Special Revenue Fund     B5 or B16 2901-2999
    Capital Projects Fund          D2 4901-4999

Townships Alpha-Numeric   Numeric
    Special Revenue Fund          14 2901-2999
    Capital Projects Fund          14 4901-4999

Cities and counties receiving FEMA grants should establish separate funds within their chart of
accounts.

No additional Auditor of State approval is necessary to establish the FEMA funds; only a resolution
of the legislative authority is needed.

The classification of the fund as special revenue or capital projects will depend on the nature of the
expenditures that will be made.  If the expenditures are mostly for salaries or repairs, special revenue
would be appropriate.  If the expenditures are for replacing fixed assets, then classify the fund as
capital projects.  If expenditures will be a mixture of the two, select the fund type that reflects the
majority of the expenditures.  

For all FEMA money, the correct receipt code to use is one which identifies the money as coming
from the federal government.

UAN villages will use receipt code 411 - Federal Restricted.   Non-UAN villages will use receipt code



D-141 - Federal Receipts. UAN  Townships will use receipt code 511 - Federal Receipts.  Non-UAN
townships will use receipt code 14-C - Other Receipts.

Questions concerning this Bulletin should be addressed to the Local Government Services Division
of the State Auditor’s Office at (800) 345-2519.
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GASB 54

Question:  I don’t do GASB statements, just 
the cash.  Do I have to do this?

Answer:  Yes.  The regulatory statements 
have been modified to incorporate GASB 54.

8

GASB 54

Question:  How do I get started?

Answer:  I recommend reading technical 
bulletin 2011-004 and classifying the funds of 
the Village/Township.

9

GASB 54
Question:  What do I do with encumbrances?

Answer:  In the general fund, encumbrances 
generally are assigned.  If there is Council or 
Trustee action, those encumbrances would 
be committed.

Capital Projects funds with an assigned fund 
balance would also need to be examined
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Cities/Villages 
Explanatory Notes

The preceding chart shows the “prior fund classification” and the “GASB 54 fund classification” to 
illustrate situations necessitating the change in fund classification resulting from the implementation of 
GASB 54.  If the two columns are the same, then no change in fund classification resulted.   

The preceding chart does not include all possible grant funds: however, if a special revenue fund or 
capital projects fund has been properly established to account for a grant, the fund balance would be 
restricted based on the language in the grant agreement. 

+ GASB 54 Fund Classification  

a AOS Bulletin 2010-003 addresses the appropriate fund classification to account for Tax 
Increment Financing (TIF) and other funds that maybe necessary for external reporting.  
Regardless of fund classification, the fund balance related to TIF’s would be restricted.   

b Some of the grant funds that are presented as special revenue funds could also be capital projects 
funds based on the use of the award; however, the fund balance classification will still be 
restricted. 

c The municipal court computerization funds could be classified as special revenue or capital 
projects funds based on the use of the dollars; however, the fund balance classification will still 
be restricted. 

d Some of the donation funds could be capital projects funds based on the use of the dollars; 
however, the fund balance classification will not change. 

e The use of a permanent fund requires an evaluation of each individual circumstance, and the chart 
is illustrating the GASB 54 fund balance classification for those situations when a permanent 
fund is appropriate. 

+ Foundation Revenue/Inflow 

Transfers and debt proceeds represent an inflow not a revenue. 

+ Type of Constraint 

 Review grant agreement for constraints on use of interest payments and collection of receivable. 

+ Fund Balance Classification 

 The fund balance classification related to the loan receivable may be presented as restricted if the 
proceeds from the collection of the receivable are restricted. 
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Townships 
Explanatory Notes

The chart shows the “prior fund classification’ and the “GASB 54 fund classification” to illustrate 
situations necessitating the change in fund classification resulting from the implementation of GASB 54.  
If the two columns are the same, then no change in fund classification resulted.   

The preceding chart does not include all possible grant funds; however, if a special revenue fund or 
capital projects fund has been properly established to account for a grant, the fund balance would be 
restricted based on the language in the grant agreement. 

+ GASB 54 Fund Classification  

The use of a permanent fund requires an evaluation of each individual circumstance, and the chart 
is illustrating the GASB 54 fund balance classification for those situations when a permanent 
fund is appropriate. 

+ Foundation Revenue/Inflow 

Transfers and debt proceeds represent an inflow not a revenue. 
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Libraries
Explanatory Notes

The chart shows the “prior fund classification’ and the “GASB 54 fund classification” to illustrate 
situations necessitating the change in fund classification resulting from the implementation of GASB 54.  
If the two columns are the same, then no change in fund classification resulted.   

The preceding chart does not include all possible grant funds; however, if a special revenue fund or 
capital projects fund has been properly established to account for a grant, the fund balance would be 
restricted based on the language in the grant agreement. 

+ GASB 54 Fund Classification  

The use of a permanent fund requires an evaluation of each individual circumstance, and the chart 
is illustrating the GASB 54 fund balance classification for those situations when a permanent 
fund is appropriate. 

+ Foundation Revenue/Inflow 

Transfers and debt proceeds represent an inflow not a revenue. 
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April 4, 2013

4

10

Transfers/Advances

Question:  What is the difference between a 
transfer and an advance?

Answer:  Advances are a loan of money.  
The general fund expects to be repaid.  
Transfers are a move of money, no 
repayment is expected.

11

Transfers/Advances

Question:  Am I allowed to transfer money 
out of a capital projects?

Answer:  Generally, no.  There are certain 
cases in which this is allowable.  You would 
need to consult with legal counsel.

12

Debt Proceeds
Question:  I issued $100,000 in notes to pay 
for a project.  They took the costs of the note 
out of the proceeds and I only received 
99,000.  What do I book?

Answer:  Debt proceeds - $100,000
Issuance Costs – $1,000

Everything is booked at gross



April 4, 2013

5

13

Property Taxes
Question:  Can I book property taxes net?

Answer:  No.  Property tax settlements are 
booked at gross (UAN users – memo 
receipt).  

14

Oil & Gas Leases/Royalities

Question:  What fund do I book Oil & Gas 
leases?

Answer:  General Fund.

15

New Funds

Question:  What do I need to do to create a 
new fund?

Answer:  Technical Bulletin 1999-006



AUDITOR OF STATE BULLETIN 99-006
APRIL 6, 1999

TO: Fiscal Officer of All Subdivisions
All Independent Public Accountants

SUBJECT: Requests for New Funds

The Auditor of State receives numerous requests to establish new funds under the provisions of
Ohio Rev. Code §5705.12 which states:

In addition to the funds provided for by sections 5705.09, 5705.121, 5705.13,
and 5705.131 of the Revised Code, the taxing authority of a subdivision may
establish, with the approval of and in the manner prescribed by the auditor
of state, such other funds as are desirable, and may provide by ordinance or 
resolution that money derived from specified sources other than the general 
property tax shall be paid directly into such funds.  The auditor of state shall 
consult with the tax commissioner before approving such funds.

The purpose of this Bulletin is to identify when a request under this code section is required and
when a local government may create a new fund without the Auditor of State’s approval.

When Requests are Unnecessary

Approval to establish a new fund is unnecessary when the creation of the desired fund is already
authorized or required by statute.   Whenever the creation of a fund is authorized or required by
statute, either specifically by name, or in general, a separate letter requesting permission to
establish the fund is not required.

Examples of specific statutory requirements are found in Ohio Rev. Code §3313.81, which
requires that school districts establish food service funds, and in Ohio Rev. Code §5747.50, which
requires that each county establish an undivided local government fund.  Similar statutory
provisions requiring the creation of a specific fund are scattered throughout the Revised Code. 

General statutory requirements for the creation of funds are found in Ohio Rev. Code §5705.09. 
This code section states:

Each subdivision shall establish the following funds: 

(A) General fund; 

(B) Sinking fund whenever the subdivision has outstanding bonds other than 
serial bonds; 



(C) Bond retirement fund, for the retirement of serial bonds, notes, or 
certificates of indebtedness; 

(D) A special fund for each special levy; 

(E) A special bond fund for each bond issue; 

(F) A special fund for each class of revenues derived from a source other than
the general property tax, which the law requires to be used for a particular 
purpose;

(G) A special fund for each public utility operated by a subdivision; 

(H) A trust fund for any amount received by a subdivision in trust. 

Based on this statute, it is unnecessary to continue to request permission from the Auditor of
State to establish a new fund when the purpose of the fund will be to record and expend the
proceeds of debt, to account for a new grant whose use is restricted to a particular purpose or to
account for money received in trust.

When Requests are Necessary

It is necessary to continue to submit requests to the Auditor of State when the creation of the
fund is not specifically authorized by statute or when the purpose of the fund is not identified in
Ohio Rev. Code §5705.09 (A) - (H).  Situations in which it would be appropriate to continue to
submit requests include: 1) when management wishes to create a new fund in order to capture
additional financial information about a specific source of revenue or a specific activity; 2) when
the fund will be used to account for restricted gifts or bequests that will not be held in trust; and
3) when management wants to impose internal restrictions on the use of otherwise unrestricted
resources

Management often asks to create a new fund to determine how much revenue a specific source
generates or how money from a specific source is being spent.  In circumstances where the
desired financial information can be obtained by creating additional accounts within an existing
fund, the creation of a separate fund is generally considered unnecessary.  An exception to this
policy is made for requests for the creation of proprietary funds.
Proprietary funds are intended to account for activities that are similar to businesses.  The activity
is at least partially financed by charges for services or goods.  Rates are usually set by the
legislative authority, and the desire is to maintain accounting records which can demonstrate the
extent that charges cover the costs of providing the goods or services.  This is accomplished by
tracking all revenues and the related expenses of an activity within a single fund.  Requests for the
creation of a proprietary fund are usually granted.

Sending a request to establish a new fund is still appropriate when the fund will be used to



account for restricted gifts or bequests not held in trust.  The creation of a trust fund is not
necessary to account for restricted gifts or donations; this money may be accounted for in a
special revenue fund or, if restricted to the acquisition of fixed assets, in a capital projects fund.  A
trust fund is recommended only when there is a formal trust agreement with the donor.  Requests
to account for restricted gifts and donations are routinely granted based on the need to
demonstrate compliance with donor restrictions.

Letters frequently request permission for a new fund based on management’s wish to place
internal restrictions on the use of otherwise unrestricted resources.  These types of requests are
generally not approved.  It is the policy of the Auditor of State to refuse requests when approval
would result in giving readers of financial statements the false impression that the use of the
resources in the fund is restricted.  The General Assembly has begun authorizing the creation of
funds using unrestricted resources in certain specific circumstances.  For example, H.B. 426
allows subdivisions to create funds for the payment of compensated absences and for the
acquisition of fixed assets.  The Auditor of State does not feel it is appropriate to extend this
ability into areas where the legislature has not acted.

When responding to requests to establish new funds, the Auditor of State applies two basic
guidelines.  Separate funds are justified 1) when they will provide management with additional
relevant financial information which is not obtainable using the current fund structure; and 2)
when necessary to demonstrate compliance with legal or contractual restrictions.

When the purpose of a fund created under the provisions of Ohio Rev. Code §5705.12 has been
fulfilled, the unexpended balance may be transferred to the general fund or to the bond retirement
fund, but only after the payment of all obligations incurred and payable from the fund.  (See Ohio
Rev. Code §5705.14)  Management may not simply modify or alter the purpose of the fund; that,
in effect, creates a new fund and would require a second approval from the Auditor of State.

To request the creation of a new fund, complete the attached form.  Send the form and a copy of
the resolution or ordinance of the legislative authority authorizing the fund  to:

Auditor of State’s Office
Local Government Services Division
88 East Broad Street
P.O. Box 1140
Columbus, Ohio 43216-1140

The request can be deemed approved if you do not receive a letter disapproving the request from
the Auditor of State’s local government services division within 30 days from the date of
submission.

Questions concerning this bulletin should be addressed to the Local Government Services
Division of the State Auditors Office at (800) 345-2519.



AUDITOR OF STATE
REQUEST FOR FUND APPROVAL

Entity: _____________________________________________

Fiscal Officer: _____________________________________________

Phone No.: _____________________________________________

Request Date: _____________________________________________

Fund Requested: _____________________________________________

Purpose of Fund: _____________________________________________

_____________________________________________________________________

_____________________________________________________________________

      Sources of Revenues: _____________________________________________

_____________________________________________________________________

Anticipated Expenditures: _____________________________________________
 (Types)
_____________________________________________________________________

NOTE: Please attach a copy of the resolution requesting approval to establish the fund.
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16

Blanket Vs. Super Blanket 
Purchase Orders

Question:  What is the difference between 
blanket and super blanket purchase orders?

17

Blanket Purchase Order
• Used for:

• The purchase of a variety of items over a specified 
period of time from a variety of vendors

• Attributes:
• Single or multiple vendors
• No specific items or quantities, or prices
• Dollar amount set by ordinance or resolution of the 

governing board - requires majority vote
• Limited to the current year (90 day limit repealed)

• Single fund and account  (only one blanket PO may be 
open at a time to an account)

• Must be labeled “Blanket Purchase Order”

18

Super Blanket Purchase Order

• Used for:
• Used for certain types of expenditures that are 

recurring and reasonably predictable

• Attributes:
• Single or multiple vendors
• Limited to one expenditure code per SBPO
• $ limit is the amount appropriated to that line-item
• Cannot extend beyond current fiscal year
• Limited to specific goods and/or services
• Multiple SBPO may exist per account code
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19

Super Blanket Purchase Order

• May be used for:
– the services of an accountant, architect, attorney at law, 

physician, professional engineer, construction project 
manager, consultant, surveyor, or appraiser by or on behalf of 
the subdivision or contracting authority; 

– fuel oil, gasoline, food items, roadway materials, and utilities; 

– any purchases exempt from competitive bidding under section 
125.04 of the Revised Code; and,

– any other specific expenditure that is a recurring and 
reasonably predictable operating expense. 

20

Audit Adjustments

• What are they and how do I record 
them?

21

I got a 90 day letter…
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22

Deficit Funds
Question:  UAN won’t allow me to have 
deficit balances.  I need to make payroll, 
what do I do?

Answer:  Contact Local Government Services

Northeast – Nita Hendryx

Southeast – Robert Burlenski

Northwest – Belinda Miller

Southwest – April Davis

23

Declining Balances

Question:  Council/Trustees keep spending 
down our balances.  What can I do to curtail 
the spending?

Answer:  Prepare a forecast (3-5 years) 
showing the direction of the Village/Township

- Contact Local Government Services

24

Fiscal Caution, Watch, Emergency

Question:  Am I in Fiscal….?

Answer:  Only the Auditor of State can 
declare an entity into fiscal caution, watch or 
emergency.
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25

Fiscal Caution

• Potential Triggers for Fiscal Caution 

– Unauditable Financial Records

– Significant deficiencies, material weaknesses, direct and 
material noncompliance as disclosed in the financial audit

– Deficit fund balances

– Carryover fund balance of less than one month’s average 
expenditures for two  or more consecutive years

– Failure to reconcile accounting journals and ledgers with the 
treasury

26

Grounds for Fiscal Watch

• Anyone of four conditions constitutes grounds for 
a fiscal watch:
– Accounts Payable
– Deficit Fund Balances
– Deficit in the Treasury
– Forecasted General Fund Deficit.

27

Grounds for Fiscal Emergency?
Any one of six conditions constitutes a fiscal 
emergency:

– A default on any debt obligation
– A failure to make payroll to employees
– An increase in the minimum levy - inside 

millage
– Accounts Payable
– Deficit Fund Balances
– Deficit in the treasury
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28

Is this a public record…

29

Bank Reconciliations
Question:  Do I have to reconcile every 
month?

Answer:  Yes.  Reconciliations should be 
completed in a timely manner every 
month. 

30

Township Salaries
Question:  How do I calculate how to 
charge the salaries to the various funds?

Answer:  You are looking for a 
reasonable method of calculation.
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Not all documents and information kept by a public office is subject to disclosure under the Act.  In 
these  instances,  it may be necessary  to withhold records or redact  the relevant  information  from 
the response.  When redacting information from a request, the public office is required to notify the 
requester of any redaction or make the redaction plainly visible.iv  Additionally, where the request 
is  denied,  in whole  or  in  part,  including  redactions,  the  public  office must  provide  the  requester 
with a reason, including the legal authority for the denial/redaction.v 
 
C. Penalties 
What  happens  when  there  has  been  a  violation  of  the  Act?    A  warning?    An  administrative 
investigation?   No  ‐  neither  of  these  items  are provided  for  in  the Act.    Instead,  the Act  gives  an 
“aggrieved  party”  the  right  to  sue  in  court  for  the  records.    There  is  no  other  body  that  alerts  a 
public  office  that  an  allegation  of  noncompliance  exists  or  that  litigation  may  be  forthcoming.  
Therefore, a public office often becomes aware of an allegation of noncompliance through service of 
a lawsuit.    
 
Penalties  provided  for  in  the  Act  can  also  be  quite  severe,  depending  on  the  nature  of  the 
noncompliance.    The  penalties  can  range  from  a  court  order  to  force  compliance  (a  mandamus 
action) to the awarding of statutory damages, attorneys fees and court costs.  In addition, if records 
are not properly retained in accordance with an approved record retention schedule, a public office 
may be fined up to $1,000 per record.  Prior to a recent law change, the amount a public office could 
be fined was not capped.  For instance, one court fined a city approximately $861,000 for improper 
destruction of public records. 
 
Members of the Ohio General Assembly capped a public office’s liability for improper destruction of 
public records in Ohio’s recently‐passed operating budget legislation – Am. Sub. House Bill 153 of 
the 129th General Assembly.   This new cap  limits a public office’s  liability  to a cumulative total of 
$10,000, regardless of the number of violations.   It also limits attorney’s fees to an amount not to 
exceed  the  total penalty.   According  to  the Ohio Secretary of State’s office,  these changes became 
law on September 29, 2011.   
 
The  Ohio  Supreme  Court  also  recently  clarified  who  may  bring  a  lawsuit  under  the  Act  as  an 
“aggrieved party” for improper destruction of public records.vi  In the Court’s opinion, Justice McGee 
Brown writes: 

“The requirement of aggrievement indicates that a forfeiture is not available to ‘any 
person’ who has made a request and discovered that the records were not available 
due  to  the public  office’s  violation  of R.C.  149.351;  it  is  available only  to  a person 
who made a request with the goal being to access the public records.  If the goal is to 
seek a forfeiture, then the requester is not aggrieved. The presumption, however, is 
that a request for public records is made in order to access the records.”  Emphasis 
added.vii 

So,  if  a  public  office  is  able  to  establish  that  the  requester  does  not  actually want  records  being 
requested  and  instead  only wants  the  request  to  be  denied,  then  a  court may  conclude  that  the 
requester was not aggrieved by destruction of public records.   The burden of proof, however, is on 
the public office to demonstrate this intent, and the risk of litigation is still high. 
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II. Best Practices for Compliance with the Act 
 
Access  to  public  records  is  a  right  that  underlies  the  fundamental  principles  of  democracy.    A 
citizen’s  right  to  know  how  government  operates  is  a  right  that  needs  to  be  protected  and 
preserved.   
 
Ohio public records laws are sometimes confusing, and responding to a request can be burdensome 
on  an  already  burdened  public  office.    Noncompliance with  the  laws,  however,  will  be  costly  to 
taxpayers. 
 
The  Auditor  of  State’s  recommendations  for  best  practices  are  not  intended  to  add  to  the 
responsibilities of your office or to place additional burdens on you or your staff.  Rather, we hope 
our  recommendations will help a public office  streamline  its  response process and  insulate  itself 
from liability in the event of litigation. 
 
In reviewing the requirements of the Act, discussing the practical problems of compliance with local 
government  officials,  and  also  examining  the  multitude  of  new  public  records  litigation,  it  has 
become  clear  that  additional  documentation,  organization  and  early  detection  would  prove 
beneficial to both the public office and a potential records requester. 
 
A. Public Records Log 
In  seeking  to  achieve  these  goals, we  recommend  that  each  public  office  keep  a  log  of  all  public 
records  requests  not  fulfilled  at  the  time  they  are  made.    Ideally,  this  log  would  include  the 
following components: 
 

 Date of request; 
 Name of person or entity making the request (if provided); 
 Type of records requested; 
 Date of release;  
 Legal authority for any redactions/withholdings; and 
 Name of person fulfilling the request. 

 
The attachment to this bulletin provides a sample of a public records log similar to one utilized in 
the Auditor of State’s Office and other Ohio public offices.  A log, however, may be in any form, e.g. a 
log book, a spreadsheet, or files maintained together. 
 
It is important to note that the maintenance of such a log is not a legal requirement.  Rather, it is a 
recommended best practice that is designed to help public entities ensure compliance with the Act. 
 
The goal of this recommendation is not to create additional work for the public office.  Instead, it is 
the Auditor’s hope that, by maintaining all  information in a central  location, the response process 
will be streamlined, and the risk of litigation and, ultimately, liability lessened. 
 
B. Copies of Public Records Requests 
Another recommended best practice is to make copies of responses to public records requests that 
include  redactions  so  you  know  what  you  have  provided.    These  copies  should  be  kept  in 
accordance with your records retention schedule. 
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C. Other Best Practices 
Other best practices recommended include the following: 
 

 Training employees on how to handle public records requests; 
 Assigning a central point of contact for your office or each division/section; 
 If a request is in writing, date stamp when you receive the request; 
 Notifying legal counsel when a request is received and redactions may be required; 
 Acknowledging  receipt  of  a  request  that  requires  legal  review  and  possible  redactions, 

include guidance on when you anticipate responding;  
 Documenting when you respond to a request; and 
 Addressing how  long  you will maintain  copies of public  records  requests  in your  records 

retention schedule.  
 
 

III. Putting the Recommendations for Best Practices to Work 
 
A. What Does this Mean for a Public Office? 
Many public offices record public records requests in some form.  Additionally, many public offices 
have  a  record  of what was  released,  the  date  it was  released,  and what,  if  any,  redactions were 
made.    The  Auditor’s  recommendations  for  best  practice  simply  suggest  keeping  all  of  that 
information in one central location.  
 
Whether the entity’s public records requests are filled by one employee or fielded by multiple staff 
members,  the  Auditor’s  recommendations  for  best  practices  will  help  ensure  compliance  and 
accuracy.   Relevant  employees will  be  able  to  identify duplicate or  similar  requests  and be more 
efficient in the filling, redaction and response. 
 
Finally,  the Auditor’s  recommendations will help a public office protect  itself  from  liability  in  the 
event of litigation.  The recommended public records log would serve to demonstrate the specifics 
of compliance in each instance. 
 
B. Examples 
Q. I am a county auditor fulfilling a request for a copy of a map. I am providing a copy at the time the 
request is made and I am not making any redactions?     Am I required to log this request and keep a 
copy?    

 In this case, a copy of the map was immediately provided to the requestor so the Auditor’s 
recommendation for maintaining a log would not apply.   In addition, there were no 
required redactions so the Auditor’s recommendation for keeping copies of the response 
would not apply. 

 
Q.  I am a county recorder – am I required to log all requests for copies of title records maintained by 
my office?   My office makes these records available for inspection and copying in a public area of my 
office.  Therefore, I fulfill these requests at the time they are requested.   

 Same as above – in this case, these records are made readily available to the public. In 
addition, copies are immediately provided to the requestor so the Auditor’s 
recommendation for maintaining a log would not apply.   
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Q.  I am a school district treasurer  for a very  large school district – does the Auditor’s recommended 
best practices require that my school hire an additional employee to handle all public records requests 
and maintain the log? 

 No.  Each public office handles its responsibilities under the Act a little bit differently.  Some 
entities do employ a separate public records officer to coordinate and respond to all public 
records  requests.    Other  entities  have  several  employees,  often  one  in  each 
department/division,  that respond to public records requests.   Typically,  these employees 
are not employed solely to respond to public records requests.  Rather, this is one of several 
duties  that  the employee may have.   The decision of how to utilize  staff  and resources  is, 
ultimately,  a  management  decision  to  be  made  by  each  entity.    Utilization  of  the  public 
records log will work in any environment.   

 In  this  case,  the  school may want  to  assign  a  point  of  contact  in  each  building  to  handle 
public records requests. 

 
Q.  I  run  a  city  building  department.   Do  I  need  to  log  requests  for  applications  for  a  permit  and 
information submitted as part of that application?  Do I need to log when I issue a permit? 

 No.   Requests for applications and issuances of permits are outside of the scope of logging 
recommendations.  

 Public  offices,  however, may want  to  log  requests  for  copies  of  permits  if  copies  are  not 
immediately provided to the requestor. 

 
Q. What if I decide not to implement the Auditor’s recommended best practices? Will the public office I 
represent be cited for noncompliance in an audit report? 

 No.  The Auditor’s recommendations for best practice are not a legal requirement.  Rather, 
they are suggestions to help a public office comply with the Act and limit risk.   If a public 
office, however, lacks controls for compliance with public records requests; this may be 
noted in an audit report or management letter. 

 
C. Court Records 
Ohio  courts  are  subject  to  the  Rules  of  Superintendence  for  the  Courts  of  Ohio,  adopted  by  the 
Supreme Court of Ohio. The Rules of Superintendence establish rights and duties regarding court 
case  documents  and  certain  administrative  documents,  starting with  the  statement  that  “[c]ourt 
records are presumed open to public access.” Sup. R. 45(A).   While similar to the Act, the Rules of 
Superintendence contain additional or different provisions for these records. As such, this bulletin 
does not apply to courts.  The Rules of Superintendence are available at the link below. 
http://www.sconet.state.oh.us/LegalResources/Rules/superintendence/Superintendence.pdf. 
 
 

IV. Putting it All Together 
 
A. Open Government or Public Records Hotline—888.877.7760  
In seeking additional ways to aid local governments in compliance, the Auditor has established an 
Open Government or Public Records Hotline.  This hotline is a separate telephone number that links 
directly  to  the  Auditor’s  Open  Government  Unit.      The  hotline  is  available  to  receive  complaints 
from any person that feels he/she has been aggrieved under the Act.   
 
After receiving a complaint,  the Auditor will notify  the relevant public office  that a complaint has 
been filed.  In addition, staff in the Auditor’s Open Government Unit may forward the complaint to 
audit  staff  for  review  during  an  entity’s  next  regular  audit.    At  that  point,  staff  in  our  Open 
Government  Unit’s  involvement  is  complete.    Once  notified,  the  public  office  has  the  ability  to 
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address  the complaint.   The goal of  the hotline  is  to provide  the public office with notice and  the 
opportunity to correct any noncompliance before the onset of litigation.    While we are not able to 
provide  legal  advice,  we  will  also  direct  public  officials  to  available  resources  to  answer  any 
questions they may have about compliance with the Act.  
 
B. Audits  
During  the  2012  annual  financial  or  bi‐annual  financial  audit,  the  Auditor’s  staff,  in  a  sample  of 
public offices, will  analyze a public office’s process and procedures  to determine  if  the office has 
controls to ensure compliance with the Act.  Using a log is an example of one of these controls.  This 
inquiry  and  any  additional  analysis  will  aid  the  Auditor’s  staff  in  analyzing  any  risks  facing  the 
public entity and in making recommendations to improve controls in an effort to reduce risks. 
 
We  hope  these  recommendations  for  best  practices  will  help  public  offices  navigate  the 
requirements  of  the Act, minimize  risk,  and,  ultimately,  provide  for more  efficiency.    Should  you 
have any questions about these best practices, please do not hesitate to contact us at 800‐282‐0370. 
 
 
 
 
 
Dave Yost 
Ohio Auditor of State 
 
 
 
                                                      
i This is a general overview of Act and its requirements.  For a more complete look at Ohio Public Records Law, including 
the rights, duties and protections provided, please consult the Ohio Sunshine Manual located at 
http://www.auditor.state.oh.us/services/opengov/resources/2011‐3‐15_SunshineLawsManual_CO.pdf 
ii State ex rel. Office of Montgomery Cty. Pub. Defender v. Siroki, 108 Ohio St.3d 207, 2006‐Ohio‐662, at ¶16; State ex rel. 
Consumer News Serv., Inc. v. Worthington City Bd. of Educ., 97 Ohio St.3d 58, 2002‐Ohio‐5311, at ¶37; see also, State ex rel. 
Wadd v. City of Cleveland, 81 Ohio St.3d 50,53, 1998‐Ohio‐444. 
iii State ex rel. Morgan v. Strickland, 121 Ohio St.3d 600, 2010‐Ohio‐1901 (”Given the broad scope of the records requested, 
the governor’s office’s decision to review the records before producing them, to determine whether to redact exempt 
matter, was not unreasonable.”); State ex rel. Dispatch Printing Co. v. Johnson, 106 Ohio St.3d 160, 2005‐Ohio‐4384, at ¶44 
(delay due to “breadth of the requests and the concerns over the employees’ constitutional right of privacy” was not 
unreasonable); State ex rel. Consumer News Serv., Inc. v. Worthington City Bd. of Educ., 97 Ohio St.3d 58, 2002‐Ohio‐5311; 
State ex rel. Stricker v. Cline (5th Dist.), 2010‐Ohio‐3592 (provision of records within nine business days was a reasonable 
period of time to respond to a records request.); State ex rel. Holloman v. Collins (10th Dist.), 2010‐Ohio‐3034 (Assessing 
whether there has been a violation of the public records act, the critical time frame is not the number of days between 
when respondent received the public records request and when relator filed his action. Rather, the relevant time frame is 
the number of days it took for respondent to properly respond to the relator’s public records request.). 
iv R.C. 149.43(B)(1). 
v R.C. 149.43(B)(3). 
vi See Rhodes v. New Philadelphia, Slip Opinion No. 2011‐Ohio‐3279 (2011). 
vii Id. 
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TO:  Ohio Townships and Independent Public Accountants 
 
FROM:   Dave Yost 

Ohio Auditor of State 
 
SUBJECT:  Ohio Revised Code §§ 505.24, 507.09 
 
 
Recent legislative changes have altered the statutory landscape that governs township fiscal officer 
and trustee compensation.   This bulletin explains the recent  legislative changes and the impact of 
those changes on townships.  Additionally, the bulletin details, and provides an example of, what is 
now required of township trustees and fiscal officers under the new law. 
 

I. Summary of Township Trustee & Fiscal Officer Compensation Law  
 
Ohio Revised Code § 505.24 provides townships the ability to compensate township trustees by one 
of  two  methods.    The  per  diem  method  requires  that  the  board  of  township  trustees  pass  a 
resolution  creating  a  method  by  which  each  member  of  the  board  shall  periodically  notify  the 
township fiscal officer of the number of days spent in the service of the township and the kinds of 
services rendered on those days.1 The township, then, shall pay the trustee compensation from the 
township general  fund or  from other township funds  in such proportions as the kinds of services 
performed may require. 
 
The second method of compensation allows the township, by unanimous vote, to pay the township 
trustees  an  annual  salary  that  may  not  exceed  the  maximum  amount  detailed  in  statute.2    This 
annual  salary  is paid  in  equal monthly  installments,  and may be paid  from  the  township general 
fund  or  from  other  township  funds  in  such  proportions  as  the  board may  specify  by  resolution.  
Where  a  township  seeks  to  compensate  from  funds  other  than  the  general  fund,  however,  the 
township must be able to demonstrate that the expenditures from the fund are consistent with the 
purpose of the fund and in proportion to the amount of time spent in the service of such fund.3 
 
Under previous law, this required townships to adopt administrative measures to ensure that the 
amount paid from each restricted fund was proportional to the amount of time spent in the service 
of such fund.    In satisfying this requirement, each township trustee was required to document all 
time spent on township business and the type of service performed.4 

                                                             
1 Ohio Revised Code § 505.24(C) 
2 Id. 
3 OAG 2004‐036, Ohio Revised Code § 5705.10(H) 
4 OAG 2004‐036 at 4 
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The  Auditor  of  State  interpreted,  for  the  purposes  of  a  financial  audit,  the  documentation 
requirement  referenced  above  to  require  the  completion  of  daily  task  logs  that  detailed  the 
percentage of time spent in the service of each type of fund. 
 
Unlike  the  law  governing  the  compensation  of  township  trustees,  the  previous  law  detailing  the 
compensation of township fiscal officers did not provide specific statutory authority to compensate 
township  fiscal  officers  from  funds  other  than  the  general  fund.    As  such,  the  Auditor  of  State 
interpreted, for purposes of a financial audit, the law to require township fiscal officers to be paid 
from the general fund of the township.  
 
 

II. Recent Legislative Changes 
 
Recently enacted HB 153 has modified Ohio Revised Code §§ 505.24 and 507.09.   Specifically, the 
Bill  has  modified  Ohio  Revised  Code  §  505.24  to  require  township  trustees  paid  by  the  annual 
salary method, that compensate from funds other than the general fund, to certify the percentage of 
the time spent working on matters that are to be paid from funds other than the general fund.5   
 
Additionally,  HB  153 modified  Ohio  Revised  Code  §  507.09  to  now  include  specific  authority  to 
compensate township fiscal officers from the general fund or from other township funds based on 
the proportion of time the township fiscal officer spends providing services related to each fund.6  
Like  the  change  made  to  Ohio  Revised  Code  §  505.24,  this  statutory  change  also  requires  a 
township  fiscal  officer  to  document  the  amount  of  time  spent  providing  services  related  to  each 
fund by certification.   
 
 

III. Certification 
 
Each  township  trustee and  township  fiscal officer  that  is compensated  from funds other  than  the 
general fund must complete the certification prior to receiving his/her pay for that pay period.  The 
certification must be done individually, but is not required to be notarized. 
 
The certification is not required to be a time log.  Rather, all that is required is a statement detailing 
the percentage of time that the trustee/fiscal officer spent during that pay period providing services 
related  to  each  fund  to  be  charged.    A  sample  certification  is  attached  as  an  addendum  to  this 
bulletin. 
 
If 100% of  the compensation of  the  township  trustee/fiscal officer  is  to be paid  from the general 
fund, no certification is required. 
 
 

IV. Other Township Employees 
 
While  the  certification  requirement  only  applies  to  township  trustees  and  fiscal  officers, 
documentation  is  still  required where  a  township  compensates  other  township  employees  from 
funds other than the general fund.   
 
                                                             
5 Ohio Revised Code §505.24(C) 
6 Ohio Revised Code §507.09(C) 
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Ohio  law provides,  generally,  that money paid  into a  fund  shall  only be used  for  the purposes of 
such fund.7  Additionally, many local government revenue sources, including gas and motor vehicle 
license taxes, are “restricted” in that they may only be used for certain specific purposes.  As such, 
all expenditures from such “restricted” funds must be documented to show that it was an allowable 
expenditure from that fund.   
 
Compensation is no exception.  While it is often completely legitimate to pay township employees 
from  “restricted”  funds,  the  amount of  such payment must be proportionate  to  the  time  that  the 
employee spent working in the service of the “restricted” fund.  The easiest way to accomplish this 
is to have the employee include,  in his/her time sheet, a breakdown of the hours worked and the 
type of services performed.  Again, if a township employee is compensated solely from the general 
fund, this documentation is not required.   
 
Questions  concerning  this bulletin  should be  addressed  to  the Accounting & Auditing Support or 
Legal divisions of the State Auditor’s Office at (800) 282‐0370. 
 
 
 
 
 
 
 
 
Dave Yost 
Ohio Auditor of State 
 
 
 
 
 
 

                                                             
7 Ohio Revised Code § 5705.10(H) 
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Payroll Certification 
 
 
 
Pay period XX/XX/20XX – XX/XX/20XX 
 
TRUSTEE NAME/FISCAL OFFICER 
 
 
The following breakdown represents the amount of time I spent in the service of these funds during 
this pay period: 
 
 
40% ‐‐‐‐‐‐‐ Township General Fund 
 
30% ‐‐‐‐‐‐‐ Township Road and Bridge Fund 
 
10% ‐‐‐‐‐‐‐ Township EMS Fund 
 
20% ‐‐‐‐‐‐‐ Township Cemetery Fund 
 
 
I certify that the above percentages are an accurate representation of my time spent working in the 
service of those funds. 
 
 
 
 
_____________________________________          _________________________________ 
NAME                  DATE 
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Appropriations & Estimated 
Resources

The amended certificate needs to be 
obtained prior to the appropriations being 
passed.

32

Legal Level of Control
The level a which the trustees/council sets 
appropriations.

- Legal level of control should remain consistent 
throughout the year.

- Minimum level implied by statute (5705.38(C)) fund 
department/activity, and major object level

– General fund
• Police operations

– Personal services xxx,xxx
– All other expenditures xxx,xxx

• Fire operations
– Personal services xxx,xxx
– All other expenditures xxx,xxx

33

Questions?
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Local Government Services

88 East Broad Street
Columbus, Ohio 43215

April Davis

Presenter Phone: (800) 345-2519
Presenter Fax: (614) 466-4717

E-mail: contactus@ohioauditor.gov
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88 East Broad Street
Columbus, Ohio 43215

Phone: (800) 282-0370    Fax: (614) 466-4490

E-mail: contactus@ohioauditor.gov

www.ohioauditor.gov




