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Tips For Organization §




User Agreements

Correspondence Username & Passwords

Amended Certificate & Revenue
Budget reports




Appropriation Budget report

Certification within resources
available

Supplemental
Appropriation report

Proof of Publication
for Budget Hea
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backups off
site
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Backup h
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#1




Monthly
Financial
Statements )

Bank Statements

File with check images &
signed bank reconciliation
report

3-ring binder
or accordion file

Staple documentation
to receipt

3 Ring binder
DO NOT hide receipt or Archboard
documentation details or Folder




B B
I Make 2" copy of Memo ]""
receipts —
—

Separate from original
receipts

‘ Easy to find & verify tax
distributions

lectroni

ayments
| Sequential Order
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PURCHASE OR BLANKET CERTIFICATES
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specifications” management

corporation
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£ ¢ risk

Paperwork & danger
requitemerss w4
assurance

jeopardy PRAY &

araccident

Purchase Order

Credit Card

Legislation
Adopting Policy

Public Records

Zoning

Blanket Certificate

Investment
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Pledged Security Statements
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Closing details
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Separate files

Fund allocation of
purchase

Copy of title

(original kept in secure

location)

Gratis plate
registration

Secondary files

Vehicle Inspections

Maintenance
Records

VEHICLE CONDITION REPORT
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Print & File

Consult Legal Advisor/IT Tech

Separate debt files

Instructions for reimbursement
or pay request submission
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Bid Specifications/packet

Proof of publication

List of bids received

Copy of minutes/legislation

Pay Requests & Payment
Notification

Prevailing Wage
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Audit
. Committee

W-4 & IT-4 & Withholdings [ ‘

Date hired or appointed
(term of office) /
T N S A—

Oath of Office

| 1 -
Copy of legislation setting pay rate

1 mr

Disciplinary action per policies

—

Resignation or termination dates
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By employee

Wage detail report

Do not file tax and
retirement reports with
payments

Difficult to find at audit
& places sensitive
material with unsecured
records

Payroll
Records
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1094 & 1095 Forms as requwed |

CONTINUING EDUCATION
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Fiscal Integrity Act

self-reporting portal
access to portal:

or

ioaud (look under local government)

Questions or assistance
email: fiscalintegrityact@ohioauditor.gov
Janice D’ Alessanidio: (614) 466-2813
Katie Warga: (614) 995-5954

UAN
88 East Broad Street gcr\cj:(IJEJISTR
Q

Columbus, Ohio 43‘
Trina B. Martin

! WAN IT Specialist

enter Phone: (800) 833-8261
Presenter Fax: (877) 727-0088

E-mail: UAN_Support@ohioauditor.gov

s@0OhioAuditor.gov

hioAuditor.gov
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