
 1

INDEX 
 

Page 
 
Access to Public Proceedings 

Indiana Open Door Law.......................................................................................................................3-1 
Minutes ................................................................................................................................................3-2 
Public Notice........................................................................................................................................3-1 

Access to Public Records 
Electronic Data Storage Systems, Access to ...................................................................................... 3-3 
Enhanced Access ................................................................................................................................3-3 
Fees.....................................................................................................................................................3-4 
Public Policy ........................................................................................................................................3-2 
Public Record, Definition of .................................................................................................................3-2 
Public Record, Request for Access .....................................................................................................3-2 
Records Excepted From Disclosure ....................................................................................................3-4 

Accountable Items, Deposit of....................................................................................................................1-6 
Accounting Forms and Systems 

Approval - Conditions ........................................................................................................................1-15 
Approval of.........................................................................................................................................1-14 
Approval of - Sample Letter ...............................................................................................................1-15 
Approval Process, New Form - Computerized Systems....................................................................1-14 

Acquisition of Supplies ...............................................................................................................................9-5 
Advance Payments .............................................................................................................................1-3, 7-9 
Alcohol Purchases......................................................................................................................................1-3 
Architects, Procedure for Hiring .................................................................................................................7-8 
Asset Ownership ........................................................................................................................................1-3 
Audit Costs .................................................................................................................................................1-4 
 
Bad Debts and Uncollectible Accounts ......................................................................................................1-4 
Bids 

Affidavit - Public Works Law ................................................................................................................7-2 
Contract Award ....................................................................................................................................7-3 
Financial Responsibility 

Evidence of....................................................................................................................................7-2 
Notice...................................................................................................................................................7-1 
Responsible Bidder..............................................................................................................................7-3 
Responsive Bidder...............................................................................................................................7-2 

Bonds - Official ...........................................................................................................................................9-1 
Break-Ins, Burglaries or Other Crimes .......................................................................................................1-4 
Building Authorities, County Hospital .........................................................................................................9-7 
 
Cash Disbursements ..................................................................................................................................1-4 
Capital Assets ............................................................................................................................................6-1 

Buildings ..............................................................................................................................................6-1 
Construction Work in Progress ............................................................................................................6-1 
Equipment............................................................................................................................................6-1 
Improvements Other Than Buildings ...................................................................................................6-1 
Land ................................................................................................................................................................... 6-1 

Charges for Services..................................................................................................................................9-3 
Claims Against Hospital .............................................................................................................................9-5 
Collections of Amounts Due.......................................................................................................................1-4 



 2

Page 
 
Collections 

Overpayment .....................................................................................................................................1-10 
Common Construction Wage .....................................................................................................................7-8 
Commuting Mileage ............................................................................................................................1-5, 5-3 
Compensation and Benefits 

Compensation...............................................................................................................................1-5, 5-1 
Deferred Compensation Plans.............................................................................................................5-2 
Employee Benefits ...............................................................................................................................5-1 
Hours Worked, Record of ....................................................................................................................5-2 
Leave and Overtime Policy...........................................................................................................1-9, 5-1 
Non-Employees ...................................................................................................................................5-1 
Payments in Advance ..........................................................................................................................5-1 
Pension and Retirement Plans ............................................................................................................5-2 
Personal Expenses..............................................................................................................................5-3 
Personal Property Use.........................................................................................................................5-3 
Private Property ...................................................................................................................................5-3 
Purchasing Bonuses............................................................................................................................5-3 
Severance Pay ...........................................................................................................................1-12, 5-3 
Suspension With Pay..................................................................................................................1-12, 5-3 
Travel Policy ........................................................................................................................................5-3 
Unemployment Compensation ............................................................................................................5-2 

Compensation and Management Policies..................................................................................................9-2 
Computer Systems 

Audit Trails ...........................................................................................................................................2-6 
Back Up Processing ............................................................................................................................2-4 
Basic Questions...................................................................................................................................2-1 
Change Controls..................................................................................................................................2-6 
Disaster Recovery ...............................................................................................................................2-4 
Documentation, Operations .................................................................................................................2-8 
Documentation, Programming .............................................................................................................2-8 
Documentation, User ...........................................................................................................................2-8 
Error Correction ...................................................................................................................................2-7 
Hardware .............................................................................................................................................2-2 
Input Controls ......................................................................................................................................2-6 
Interface Controls ................................................................................................................................2-7 
Internal Control Requirements - Information Technology Processing Controls...................................2-4 
Internal Processing ..............................................................................................................................2-7 
Other Requirements ............................................................................................................................2-2 
Output Controls....................................................................................................................................2-7 
Outputs .........................................................................................................................................1-5, 2-8 
Possible Applications...........................................................................................................................2-3 
Possible Applications - Payroll.............................................................................................................2-3 
Possible Applications - Purchase Orders ............................................................................................2-3 
Security, Logical ..................................................................................................................................2-5 
Security, Physical ................................................................................................................................2-4 
Software...............................................................................................................................................2-1 
Steps to Take Prior to Bidding .............................................................................................................2-2 

Conflict of Interest 
Consultants..........................................................................................................................................4-3 

Definition of ...................................................................................................................................4-4 
Definition of Entity .........................................................................................................................4-4 
Disclosure Requirements ..............................................................................................................4-4 
Penalties........................................................................................................................................4-5 



 3

Page 
 
Conflict of Interest (Continued) 

Disclosure of Interest or Profit - Hospital Board Members...................................................................4-1 
Lucrative Office.............................................................................................................................1-9, 4-5 
Public Servants Conflict of Interest......................................................................................................4-1 

Compensation and Expenses, Exception for ................................................................................4-1 
Defense .........................................................................................................................................4-3 
Dependent, Definition of................................................................................................................4-2 
Disclosure Requirements ..............................................................................................................4-2 
Form.......................................................................................................................................4-3, 4-6 
Other Exceptions...........................................................................................................................4-1 
Pecuniary Interest, Definition of ....................................................................................................4-2 

Construction Work in Progress...................................................................................................................6-1 
Contract Award................................................................................................................................................ 7-3, 7-7 
Contracts ....................................................................................................................................................1-5 

Emergency Contracts ..........................................................................................................................7-8 
Costs, Audit ................................................................................................................................................1-4 
County Hospital Building Authorities ..........................................................................................................9-7 
County Support ..........................................................................................................................................9-6 
Credit Cards ...............................................................................................................................................1-6 
Crime Insurance .........................................................................................................................................1-6 
 
Depository Reconcilements........................................................................................................................9-8 
Disbursements, Cash .................................................................................................................................1-4 
Discrimination by Contractors and Subcontractors Prohibited ...................................................................7-9 
Donations ...................................................................................................................................................1-7 
 
Endowments.............................................................................................................................................1-13 
Engineers, Procedure for Hiring .................................................................................................................7-8 
Errors, Correction of ...................................................................................................................................1-5 
Excessive or Unreasonable Costs .............................................................................................................1-7 
Executive Director ......................................................................................................................................9-3 
Expenditures by Holding Corporations.......................................................................................................1-7 
Expense Reimbursement Itemization.........................................................................................................1-7 
 
Federal and State Agencies - Compliance Requirements .........................................................................1-7 
Federal and State Regulations (See Taxes) 
Fees ...........................................................................................................................................................1-7 
Financial Records.......................................................................................................................................9-3 
Financial Report Opinion Modifications......................................................................................................1-8 
Financing Buildings ....................................................................................................................................9-6 
Forms, Prescribed (Also see Prescribed Forms) .......................................................................................1-1 
Fundraisers ................................................................................................................................................1-8 
Funds 

Overdrawn ...........................................................................................................................................1-9 
Sinking Funds ......................................................................................................................................9-6 
Sources and Uses ...............................................................................................................................1-8 
Transfer of............................................................................................................................................9-5 

 
Governing Board 

Actions of .............................................................................................................................................9-7 
Powers of ......................................................................................................................................9-1, 9-2 
Resolutions and Other Actions ............................................................................................................1-9 
Supreme Authority ...............................................................................................................................9-1 



 4

Page 
 
Hours Worked, Record of...........................................................................................................................5-2 
 
Indebtedness..............................................................................................................................................1-8 
Internal Controls .........................................................................................................................................1-8 
Inventory 

Materials and Supplies ........................................................................................................................9-7 
Pharmacy .......................................................................................................................................................... 9-8 

Investments 
Hospital Funds.....................................................................................................................................9-4 
Interest on............................................................................................................................................1-8 
Investments Not Authorized by Statute ...............................................................................................1-9 

 
Land Surveyor, Procedure for Hiring..........................................................................................................7-8 
Lease or Loan Payment, Tax Levy to Pay Portion .....................................................................................9-6 
Liberal Construction of Powers of Board....................................................................................................9-6 
Lucrative Office ...................................................................................................................................1-9, 4-5 
 
Malfeasance, Misfeasance or Nonfeasance ..............................................................................................1-9 
Management Policies and Compensation..................................................................................................9-2 
Materials and Supplies Inventory ...............................................................................................................9-7 
Medical Malpractice and Patient's Compensation Fund ............................................................................9-7 
Money, Deposit of ......................................................................................................................................9-3 
 
New Reporting Requirements ..................................................................................................................10-1 
 
Official Bonds .............................................................................................................................................9-1 
Organization ...............................................................................................................................................8-1 
Overdrawn Cash ........................................................................................................................................1-9 
Overdrawn Funds.......................................................................................................................................1-9 
Overpayment Collections ..................................................................................................................1-10, 7-9 
 
Patient's Compensation Fund and Medical Malpractice ............................................................................9-7 
Penalties, Interest and Other Charges .....................................................................................................1-10 
Personal Expenses ...........................................................................................................................1-10, 5-3 
Personal Property Use ......................................................................................................................1-10, 5-3 
Pharmacy Inventory ...................................................................................................................................9-8 
Political Expenditures ...............................................................................................................................1-10 
Political Subdivision, Defined as ................................................................................................................9-7 
Powers of Board..................................................................................................................................9-1, 9-2 

Liberal Construction.............................................................................................................................9-6 
Pre-Signing Documents ...........................................................................................................................1-10 
Prescribed Forms .......................................................................................................................................1-1 

Exact Replica.......................................................................................................................................1-1 
General ..............................................................................................................................................1-18 
Hospital ..............................................................................................................................................1-19 
Use of ..........................................................................................................................................1-1,1-10 

Preservation and Destruction of Records 
Public Records Retention - Audit.........................................................................................................3-5 
Suggested Procedures ........................................................................................................................3-5 

Prevailing Wage .........................................................................................................................................7-8 
Private Property........................................................................................................................................1-11 
 



 5

Page 
 
Property 

Lease of ...............................................................................................................................................9-5 
Personal, Use .............................................................................................................................1-10, 5-3 
Private.........................................................................................................................................1-10, 5-3 
Sale and Rental Proceeds .................................................................................................................1-11 
Unclaimed, Disposition of ....................................................................................................................9-7 

Property and Supplies ................................................................................................................................9-4 
Public Works Law 

Architects, Procedure for Hiring...........................................................................................................7-8 
Discrimination by Contractors and Subcontractors Prohibited ............................................................7-9 
Emergency Contracts ...................................................................................................................................... 7-8 

Engineers, Procedure for Hiring .................................................................................................................7-8 
General Provisions ..............................................................................................................................7-1 
Land Surveyor, Procedure for Hiring ...................................................................................................7-8 
Overpayment Collections.....................................................................................................................7-9 
Prevailing Wage/Common Construction Wage ...................................................................................7-8 
Public Private Agreements ................................................................................................................7-10 

BOT Agreements.........................................................................................................................7-10 
Consult Attorney..........................................................................................................................7-10 
Definitions....................................................................................................................................7-10 
Operating Agreements ................................................................................................................7-10 
Other Provisions..........................................................................................................................7-10 

United States Steel Products, Use of ..................................................................................................7-8 
Use of Own Work Force ......................................................................................................................7-7 

Public Works Projects Costing Less Than $25,000 ................................................................................... 7-6 
Contract Award ....................................................................................................................................7-7 
Plans and Specifications......................................................................................................................7-7 
Public Meeting .....................................................................................................................................7-7 
Quotes, Inviting....................................................................................................................................7-7 
Quotes, Rejection of All .......................................................................................................................7-7 

Public Works Projects Costing More Than $100,000 - Additional Procedures ..........................................7-4 
Bidder Information ...............................................................................................................................7-5 
Final Payment ......................................................................................................................................7-6 
Final Record Drawings, Filing of..........................................................................................................7-5 
Payment Bond .....................................................................................................................................7-5 
Performance Bonds .............................................................................................................................7-5 
Plans and Specifications, Approval of .................................................................................................7-4 
Retainage and Escrow Agreement ......................................................................................................7-5 

Public Works Projects Requiring Advertising and Bidding ......................................................................... 7-1 
Bidder's Affidavit ..................................................................................................................................7-2 
Change Orders ....................................................................................................................................7-3 
Contract Award ....................................................................................................................................7-3 
Contract Provision - Payment by Subcontractors ................................................................................7-3 
Final Payment ......................................................................................................................................7-4 
Financial Responsibility, Evidence of ..................................................................................................7-2 
Notice...................................................................................................................................................7-1 
Plans and Specifications......................................................................................................................7-1 
Plumbing, Installation of.......................................................................................................................7-4 
Public Meeting .....................................................................................................................................7-2 
Responsible Bidder..............................................................................................................................7-3 
Responsive Bidder...............................................................................................................................7-2 

Purchasing Bonuses .........................................................................................................................1-11, 7-9 
 



 6

Page 
 
Receipt Issuance......................................................................................................................................1-11 
Reconcilements, Depository.......................................................................................................................9-8 
Records 

Condition of..........................................................................................................................................1-5 
Hospital Financial ................................................................................................................................9-3 
Retention ...........................................................................................................................................1-11 

Repayments and Refunds........................................................................................................................1-11 
Repayments and Transfers ......................................................................................................................1-11 
Resolutions and Other Actions, Governing Board......................................................................................1-9 
Risk of Loss..............................................................................................................................................1-11 
 
Salaries (See Compensation and Benefits) 
Sale and Rental Proceeds........................................................................................................................1-11 
Sales Tax .................................................................................................................................................1-11 
Separate Bank Accounts..........................................................................................................................1-12 
Severance Pay ..................................................................................................................................1-12; 5-3 
Signature Stamps.....................................................................................................................................1-12 
Sinking Funds.............................................................................................................................................9-6 
State Board of Accounts, Duties of ............................................................................................................9-3 
Supplies and Property ................................................................................................................................9-4 
Supplies, Acquisition of ..............................................................................................................................9-5 
Support From County .................................................................................................................................9-6 
Suspension With Pay ........................................................................................................................1-12; 5-3 
 
Taxes 

Federal and State Agencies - Compliance Requirements...................................................................1-2 
Federal and State Regulations ............................................................................................................1-3 
Federal Excise Taxes ..........................................................................................................................1-2 
Federal Income Taxes .........................................................................................................................1-2 
Lease or Loan Payment.......................................................................................................................9-6 
Penalties, Interest and Other Charges ................................................................................................1-3 
Refunds ...............................................................................................................................................1-2 
Sales Tax.............................................................................................................................................1-3 

Timely Recordkeeping..............................................................................................................................1-12 
Transaction Recording .............................................................................................................................1-12 
Transfer of Funds .......................................................................................................................................9-5 
Travel Policy......................................................................................................................................1-12, 5-3 
Treasurer....................................................................................................................................................9-1 
Trusts and Endowments...........................................................................................................................1-13 
 
Unclaimed Property, Disposition of ............................................................................................................9-7 
Unemployment Compensation ...................................................................................................................5-2 
United States Steel Products, Use of .........................................................................................................7-8 
Use of Own Work Force .............................................................................................................................7-7 
 
Various Accounting Guides, Manuals and Other Publications.................................................................1-13 
Vending, Concessions or Other Sales Controls .......................................................................................1-13 
Vending Machine Commissions and/or Profits.........................................................................................1-13 
 


	TABLE OF CONTENTS
	CHAPTER 1 - PRESCRIBED FORMS, TAXES, AND GENERAL INFORMATION
	INDEX
	A
	B
	C
	D
	E
	F
	G
	H
	I
	L
	M
	N
	O
	P
	R
	S
	T
	U
	V


