




 
 
July 17, 2013-Updated 
 
                                       ACCRUED PAYROLL 
 
At the end of the calendar year accrued payroll must be calculated for the  
individual departments.  This accrual is based on the first payroll of the new 
calendar/fiscal year.  (There is a possibility that the first two payrolls of the new 
calendar year could be part of accrued payroll based on how early in the new 
year the first payroll is paid.)  This happened once in the 13 years I have been 
here.  
 
Next to the department number you will put the total of the first payroll of the 
new year.  You will then calculate the number of days that are in the old fiscal 
year and divide by 14.  Fourteen being the number of days in each payroll. 
 
EX:  Total payroll for the General Fund            $476,329.77 
  # of Days in old year being paid   7 
  # of total days being paid                     14 
  % of payroll of old year        7/14=50% 
 
The amount of the payroll that will be accrued is: 
 
  $476,329.77 X .50% or $238,164.89 
 
Based on the previous years amount of $192,595.80 accrual the amount  
will be increased this year by $ 45,569.09. 
 
The entry that will be made will be: 
 
Debit into  1290-6301 $45,569.09 
Credit into 1111-1110    $45,569.09 
 
This entry will increase the accrued payroll amount by the $45,569.09 which 
will be added to the $192,595.80 and = $238,164.89 
 
This entry will create the new entry total for the accrued payroll for the 2012 
Year of $238,164.89. 
 
You will use the spreadsheet that is attached by entering the total General 
ledger payroll amount for the first payroll in January for all the funds, figure  
the new % for the year by using the above formula and come up with the  
differences from the old year to the new.  All departments are listed once  
you get a new percentage from the previous year to the new year you will get  
a percentage of change.   
 











Notes on Animal Control Funds and Flow of Monies 
Implemented 2-23-2003      Updated 6/18/2013 

 
Observations as of 2-21-2003 
 
There no longer appears to be a requirement to divide receipts 1/3 Animal Control and 
2/3 to Health Fund.  There is no requirement to cut off funds as of the end of the fiscal 
year.  Nothing prohibits the Animal Control Fund from being a part of the Health 
Department as long as the balance as of March 1st can be determined.  The law does not 
mandate a separate checking account nor department.  A lot of bookkeeping is being 
maintained and cash being moved around to accommodate the current accounting 
method, which is not the best use of time if another option existed. 
 
Change in Procedures re-written June 18, 2013 
 
At this time the Health Department is no longer placing animal license dollars in the 
Animal Control Claims Payable liability account.  This account that is on the balance 
sheet will now be deleted and removed from the Health Department balance sheet. 
 
The procedure at this time is to place all of the animal license fees in revenue account 
3610-3531 – Animal Control Licenses.  There have been no claims of loss of animals or 
poultry killed or injured by a dog in over eight years.  The dollars that are placed in the 
animal control licenses revenue line would be used if such an occurrence would happen. 
At that time an expenditure line item would be created for the Health Department that 
would be used to reimburse the injured party for the animal that was lost.  These claims 
must be investigated by at least 2 witnesses and then compensation would be given 
according to the Statutes 510 ILCS 5/7 and 510 ILCS 5/19.  Any monies in the Animal 
Control Licenses revenues would be the source of the compensation were there to be loss 
claims. 
 
While the amount is held (reserved) in a revenue account for potential claims, the actual 
dollars can be used for cash flow purposes during the year by the Health Department. 
 
This new policy does have the capability of determining the balance of the Animal 
Control dollars at March 1st each year so it also complies with the Statute requirement. 
 
See Attached Statute 







 PROCEDURES FOR ANNUAL AUDIT COORDINATION 
 (Updated June 17, 2013) 
 
 
1. Nov. Pre-audit meeting with auditors to set schedule -- early November 
 
2. Nov.     Request from auditors listing of needed items to prepare before field work. 
 
3. Nov.     Have preliminary fieldwork items ready for auditors and SSA interviews 
                         set up and confirmed for time and place. 
 
4. Dec. Auditors will send the final fieldwork needs after preliminary fieldwork is 
                         completed. 
 
5. Dec.     Obtain accrued interest spreadsheet from Treasurer and make journal entries into  
                         system before trial balances are run. 
  
6. Jan. Work on accrued payrolls, rate stabilization, prepaids, A/R’s and A/P’s and 
                         post to computer system. 
 
7. Feb.      Work on getting copies of all grants and be sure that compliance is okay for    
              all departments and Voluntary Action Center. 
 
8. Feb.      Last week of February all entries for the previous year must be completed and                   
    posted and date set for all electronic reports to auditors must be met by all      
           departments.  When these reports are sent there can be no additional entries into              
               the computer system for the previous year.  These include all of #6 above as  

 well as the A/R – Cash entries to adjust for 13th period cash. This will reduce  problems 
 when entries are made into Financial system 

 
 9. Mar.      First week of March the auditors will begin final fieldwork in the Finance Office, 
                       Auditors are usually in the County for three full weeks. 
 
10. Apr.     Statistical pages should be completed by March 20th.  Look each year at     

           enhancing this section with more information, better format, and possible use of   graphs.  
 Edit Divider pages, add and delete funds and the descriptions as necessary. 

 Check adjusting journal entries given to us by the auditors for correct account    numbers 
 and/or departments.  Also, GFOA application is completed and credit card information is 
 included on the application 

 
 11. Apr.      Letter of Transmittal is a joint effort of the Finance Director and the    
           Accounting  Supervisor.  Notes for both the Major Initiatives and the Department 

          focus sections (if any) should be gathered throughout the year.  Much of this letter            
 should be written prior to April 1st, though the number analysis cannot be completed          
 until the draft copy of the audit report arrives. 

Along with the Letter of Transmittal, work can begin on the County and Forest Preserve 
Management Discussion and Analysis letters.  The MD & A will require  information from 
the completed audit but you should be able to get a good start on the Letter of transmittal. 

 
12. Apr. The draft copy of audit report should be available shortly after the auditors  

leave the County if the required information for their work is provided for them before they 
leave.   There is a listing Called Annual Audit Distribution Report in a file titled Annual 
Audit Distribution.  This sheet tells you to copy pertinent pages for Nursing Home,  Health, 
Mental Health, Highway, Treasurer and Community Services for them to review before 
report is finalized. 

 



13. Apr. Deliver cover pages, dividers, transmittal letter, list of principal officers, table of 
 organization, and binders (if any) to auditor so they can print and assemble audit               
 reports. 

 
14. Apr. Complete GFOA application form and be sure you have the auditor’s response                  
              to the GFOA comments from the previous year to send with the application and 
                        the required audit website address on the application for GFOA use. 
 
15 .  May/June After the report if presented to the Finance committee, have the audit placed on                 
              the County Website.      
 
16. May By June 30th, file audit report and state report with State Comptroller.  Beginning  
                         In 2010 these reports were electronically sent by the County. Look them over and  
                         verify that they are correct and received, then we receive an email that says they  
                         have been received by the State.  Audits also need to be filed with County Clerk  
                         and Bureau of the Census including the Single Audit. 
 
17. May By June 30th, file audit report with County Clerk. 
 
18. May By June 30th file audit report with Bureau of the Census, as well as the Single   
                         Audit. 
 
19. May Balance Finance Office Financial Report (12/31/20XX, (after audit                                      
           adjustments have been entered) with the Audit Report. 
 
20. May  Balance Fund Balance (12/31/200XX old year) between audit report and Finance              

 Office Financial Statements in new year Fund Balance does not change during the  
  year, it only changes at year end when revenues and expenses for the year are  
  netted to fund balance. 
 
 
 
 
Notes:  Old fund balance and revenue control – expenditure control = new fund balance 
  Township Bridge and Motor Fuel – difference between revenue and expenditure  
  Controls added or subtracted from liabilities 
  Also be aware that General fund totals can include Govt. fund amounts also. 
  
21.  May Publish notice in paper of availability of audit for review 
 
22. May File data collection form with Census Bureau 
 
23. May When audit is received all County Board Members receive a copy as well as 
              some Department Heads, some department heads only receive pages of audit. 
                         There is a list of which people receive what items in Audit Distribution file. 
 
24.   May      When audit is received the 4th quarter report needs to be completed and balanced 
  to the audit for the previous year. 
 
25. May Auditor attends Finance Committee meeting each May to review  
                        the Audit Report. 
 
 
                 





June 18, 2013 
 
 

AUDITOR REQUESTED FISCAL YEAR END REPORTS 
REVENUE AND EXPENDITURE STATUS/COMPARISON 

REPORT INSTRUCTIONS 
FOR PENTAMATION SYSTEM 

 
From Main Pentamation Screen: 
 
Choose: 
 

1. Fund Accounting 
6. Financial Statements 
4. Revenue Status Report/Expenditure Status Report 
5. Revenue Status Comparison Report/Expenditure Status Comp. Report 
2. Detail Revenue Status Report/Detail Expenditure Status Report 

 
Enter Criteria for Report both revenue and expenditure 
 
Fund:  Leave Blank 
Orgn:  Leave Blank 
Account: Leave Blank 
 
Choose Year for Data   20XX 
Choose Period for Data 13 
 
RUN REPORT 
 
When report is completed use print preview to be sure it is comparing current year 
with last year’s data.  If report is correct, return to previous screen chose Save File.  
Name the report and add .rpt at the end of the name.  Example:  20XX 
Revenue/Expenditure Status Report Auditors.rpt 
 
Pentamation saves all files that are Save To File on the “R” drive on your computer. 
When you are ready to transmit files to the auditors use email and insert the file  
from the R drive 
 













DeKalb County 
 

PRELIMINARY CLIENT ASSIST WORKPAPERS 
PRELIMINARY FIELDWORK 

 
DECEMBER 31, 2012 

 
 
In order to prepare for the audit of the County for the fiscal year ending December 31, 2012, we 
have scheduled preliminary fieldwork in your offices on November 26-30.  The goal of our 
preliminary fieldwork is to: 
 
 Review the internal control narratives prepared/updated by the County and update our 

understanding of the system of internal controls; 
 
 Based on our documentation and understanding, perform walkthroughs of the key controls 

and determine any testing of the controls that may be performed to increase our reliance on 
those controls (the primary focus will be cash receipts, cash disbursements, purchasing, 
payroll and petty cash); 

 
 Review the confirmations that the County will prepare; 
 
 Determine and document the impact of new pronouncements issued by the Governmental 

Accounting Standards Board on the County's financial statements;  
 
 Determine any changes that may be made to the County's comprehensive annual financial 

report (CAFR); 
 
 Conduct our required interviews under SAS99; 
 
 Develop our audit programs and confirm the schedule for our fieldwork; 
 
 Review and revise the client assist workpapers that will be prepared by the County for our 

final fieldwork; 
 
To improve our efficiency and to assist us in maintaining our fees at a minimum we would 
appreciate the County preparing (or having available) the following information for our review.  
Items denoted by an * only need to be provided if changed from the prior year.  
Copies of documents need not be made (unless noted) as we can scan originals; please 
indicate if a document is an original.  
 
A. GENERAL 
 
 1. Copies of (or access to) minutes of all board meetings (County Board, Finance 

Committee) from January 1, 2012 to the date of our preliminary fieldwork. 
 
 2. List of (or access to) all ordinances and resolutions adopted by the County from 

January 1, 2012 through the date of our preliminary field work. 
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A. GENERAL (Continued) 
 
 3. Copies of all ordinances and resolutions that are of a financial nature or that may 

have a financial impact on the County. 
 
 4. *County's accounting procedures manual. 
 
 5. *County's EDP procedures manual/system documentation (both hardware and 

software). 
 
 6. *County's purchasing manual. 
 
 7. *County's employee handbook (benefit/policy manual). 
 
 8. Listing of members of all County boards. 
 
 9. Copy of the current organization chart for the County and the detailed organization 

chart for the finance department, including job descriptions of finance department 
personnel. 

 
 10. List of all attorneys used by the County during the fiscal year (names and addresses) 

and a brief summary of any litigation that the attorney has worked on. 
 
 11. Complete list of funds, funds numbers, accounts and account numbers used by the 

County (i.e., chart of accounts).  Please highlight any funds that were added or 
closed during the current fiscal year. 

 
 12. Copy of the October 31, 2012, balance sheets by fund (unadjusted). 
 
 13. Copy of the budget versus actual report (organization revenue status and 

organization expenditure status reports), by fund as of October 31, 2012 
(unadjusted).  

 
 14. *Conflict of interest policy or ethics policy, if any, adopted by the County. 
 
 15. All joint venture agreements or joint service agreements entered into in the current 

fiscal year.  
 
 16. All development agreements and economic incentive agreements entered into in the 

current fiscal year, including agreements with the City of DeKalb.   
 
 17. Copy of the FY 2012 budget document and all transfers/resolutions adopted to date. 
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A. GENERAL (Continued) 

*18. Copies of settled union agreements and personnel manuals and/or amendments 
adopted in the current fiscal year. 

 
 *19. Copy of the disbursement/eligibility guidelines for the Veterans Commission and the 

Mental Health Board. 
 
 20. Updated internal control narratives for: 

1. Finance dept,  
2. Treasurer’s Office,  
3. Home Health Care,  
4. Veteran’s Assistance Commission &  
5. Mental Health. 

 
B. CASH AND INVESTMENTS 
 
 1. Listing of all financial institutions with account numbers and authorized signers for 

all depositories that the County and its component units used during the fiscal year 
ending December 31, 2012, cross-referenced to the applicable general ledger 
account. 

 
 2. *Investment policies adopted for the County. 
 
 3. *Collateral agreements for all financial institutions where the County maintains 

deposits. 
 
 4. *All custodial or safekeeping agreements with the brokers used by the County. 
 
 5. List of all petty cash funds/cash drawers used by the County including amount of the 

fund and the person responsible for maintaining custody over the fund (include 
department and phone number for contact person).  

 
C. CAPITAL ASSETS 
 
 1. List of all major construction commitments as of October 31, 2012, including total 

approved project cost, cost incurred to date and required future financing. 
 
  
D. LONG-TERM DEBT 
 

1. All bond ordinances and official statements for bonds issued during the year ended 
December 31, 2012, for general obligation bonds, revenue bonds and any other long-
term debt and copies of new and/or revised leases with the PBC.  
  

2. Debt service to maturity schedules (principal and interest) for any items in #D-1. 
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3. Sources and uses of proceeds for any items in #D-1. 
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E. INSURANCE AND SELF-INSURANCE 
 
 1. List of self-insured retention levels and specific/aggregate insurance by coverage 

area (e.g., general liability, workers compensation) including copies of these specific 
and aggregate policies. 

 
 2. List of all third party administrators (TPAs) for all self-insured areas, including key 

contact, address and phone number.   
 
 3.  *Copies of all TPA agreements. 
 
F. GRANTS 
 
 1. Listing of all federal and state grants received identifying for federal funds the 

federal granting agency or the state or other pass-through agency, the CFDA number 
(if federal), and the amount of funds received and expended to date. 

 
 2. *Grant agreements for all grants included in the above listing.  Specifically, the 

following recurring grant agreements are needed in addition to any new grants: 
 
  a. ESDA/Dennis Miller:  

1. Grant agreement with Illinois Emergency Management Agency 
(IEMA), if recurring, for FY 2012. 

2. Hazardous Materials Emergency Preparedness for FY 2012. 
 

  b. Sheriff/Roger Scott/Jenny Willis: 
1. Bulletproof vest 
2.  ILEAS 
3. Livescan 
4. COPS grant 
5. SCAAP grant, etc. 

 
  c. State’s Attorney: 

1. Violent Crime Victims Assistance Grant for 7/12-6/13 
2. Title IV-D Grant 7/12-6/13 
3. Child Support Grant FY 2012 

 
  d. Forest Preserve/Terry Hannan: 

1. Any new OSLAD grants 
2. Others 

 
e. Court Services/Margi Gilmour 

1. Drug Court Grant for FY 2012 
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F. GRANTS (Continued) 
 

f. Other Departments: 
1. Reg. Office of Education Homeless Grant, 7/12-6/13 (Derek Avery) 
2. Illinois State of Board of Education Truancy Officer Grant, 7/12-6/13 

(Derek Avery) 
3. State Board of Elections – Salary Reimbursement  
4. State Board of Elections – HAVA Grant 
5. Any others not listed above 

 
 
G. PRIOR YEAR INFORMATION 
 
 1. Copies of updated confirmations prepared by the County.  
 
 2. Copy of the management letter for the immediate prior year noting corrective action 

taken or planned by the County. 
 
 3. Number of full time and part time employees each for the County and Forest 

Preserve District as of December 31, 2012 and population of the County and Forest 
Preserve District (approximation okay). 

 
 4. Copy of the comments and suggestions for improvement from the Certificate of 

Achievement for Excellence in Financial Reporting for the December 31, 2011 
CAFR. 

 
 5. Copy of the Certificate of Achievement award for reproduction in the CAFR. 
 
 6. Draft of updated divider tabs 
 
We will develop the client assist workpaper request for final fieldwork at the end of our 
preliminary fieldwork. 
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I. HEALTH DEPARTMENT (Jane Lux) 
 

1. Copy of Health Dept.’s accounting procedures manual, if any. 
 

2. Copy of Health Dept.’s purchasing manual, if any. 
 

3. Copy of Health Dept.’s employee handbook (benefit/policy manual), if any. 
 

4. Internal control narratives, updated for any FY 2012 changes such as credit card 
receipting processes (see separate file). 

 
5. Copy of most recently settled union agreements. 

 
6. List of credit card/purchasing card users and spending limits for FY 2012. 

 
7. List of petty cash funds and custodian (non-bank accounts). 

 
8. Listing of all financial institutions with account numbers and authorized signers for 

all depositories 
 

9. Copies of updated confirmations prepared by the Health Dept., on letterhead and 
signed (see separate file). 

 
10. Grant agreements for all grants received/expended in FY 2012, including but not 

limited to: 
1) H1N1 Grant 
2) Public Health Emergency Response Grant, Phase 1, 2 & 3 
3) Immunization Grant 
4) HIV Prevention w/ Winnebago County (1/12-12/12) 
5) HIV Case Management w/ Winnebago County (4/12-3/13) 
6) IDHS Grant (Family Case Mgt/Family Planning/WIC/etc) 
7) CRI/Emergency Preparedness Grant (8/12-7/13) 
8) Bioterrorism Grant (8/12-7/13) 
9) Summer Food Grant 
10) FCM Health Grant 
11) Local Health Protection Grant (7/12-6/13) 
12) Hearing and Vision Grant 
13) Childhood Lead Poisoning Grant 
14) Adolescent Health Grant 
15) Any other grants 
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J. COMMUNITY SERVICES (Donna Moulton) 
 

1. Copy of Community Services’ accounting procedures manual, if any. 
 

2. Copy of Community Services’ purchasing manual, if any. 
 

3. Copy of Community Services’ employee handbook (benefit/policy manual), if any. 
 

4. Internal control narratives, updated for any FY 2012 changes (see separate file). 
 

5. List of credit card/purchasing card users and spending limits for FY 2012. 
 

6. Listing of all financial institutions with account numbers and authorized signers for 
all depositories 

 
7. Copies of updated confirmations prepared by Community Services, on letterhead and 

signed (see separate file). 

8. Grant agreements for all grants received/expended in FY 2012, including but not 
limited to:  

1) Comm. Services Block Grant (ARRA) 
2) Comm. Services Block Grant (non-ARRA) 
3) Homeless Prevention Grant  
4) Homeless Prevention Rapid Rehousing Grant 
5) FEMA Grant 
6) Emergency Grant (monthly payment $500-$1,000) 
7) Emergency Food & Shelter Grant 
8) Any other grants 

 
 
 



DeKalb County Rehab & Nursing Center 
 

PRELIMINARY CLIENT ASSIST WORKPAPERS 
PRELIMINARY FIELDWORK 

 
DECEMBER 31, 2012 

 
 
In order to prepare for the audit of the Nursing Home for the fiscal year ending December 31, 
2012, we have scheduled preliminary fieldwork at the County on November 26-30, and will be at 
the Nursing Home on ______________.  The goal of our preliminary fieldwork is to: 
 
 Review the internal control narratives prepared/updated by the Nursing Home and update 

our understanding of the system of internal controls; 
 
 Based on our documentation and understanding, perform walkthroughs of the key controls 

and determine any testing of the controls that may be performed to increase our reliance on 
those controls (the primary focus will be cash receipts, cash disbursements, purchasing, 
payroll and petty cash); 

 
Review the confirmations that the Nursing Home will prepare; 

 
 Conduct our required fraud risk interviews under SAS99; 
 
 Develop our audit programs and confirm the schedule for our fieldwork; 
 
 Review and revise the client assist workpapers that will be prepared by the Nursing Home 

for our final fieldwork; 
 
To improve our efficiency and to assist us in maintaining our fees at a minimum we would 
appreciate the Nursing Home preparing (or having available) the following information for our 
review.   
 
NURSING HOME (Doreen Akers) 
 

1. Copy of Nursing Home’s accounting procedures manual, if this has been updated. 
 

2. Copy of Nursing Home’s purchasing manual, if any. 
 

3. Copy of Nursing Home’s employee handbook (benefit/policy manual), if any. 
 

4. Copy of new AFSCME union contract, if settled (current one we have is through 
12/31/10). 

 
5. Copy of any new agreements with IL Dept of Public Health or others. 

 



6. Copy of the most recent (closed) month’s balance sheet (from MDI). 
 

7. Copy of the most recent (closed) month’s year to date income statement (from MDI). 
 

8. List of per diem rates (Medicare, Medicaid, private pay, etc.) in effect during FY 
2012. 

 
9. Internal control narratives, updated for any FY 2012 changes (see separate file). 

 
10. Copy of the following for the Nursing Home Foundation: 
   a. Most recent financial statements 

 b. Bylaws, if amended after 2005. 
 

11. List of credit card/purchasing card users and spending limits for FY 2012. 
 

12. List of petty cash funds and custodian (non-bank accounts). 
 

13. Listing of all financial institutions with account numbers and authorized signers for 
all depositories 

 
14. Copies of updated confirmations prepared by the Nursing Home, on letterhead and 

signed (see separate file). 
 



DEKALB COUNTY AND 
DEKALB COUNTY FOREST PRESERVE DISTRICT 

 
CLIENT ASSIST WORKPAPERS 

 
December 31, 2012 

 
Note – Please provide all worksheets and schedules electronically (e-mail, USB drive, or 
CD-Rom) whenever possible. 
 
A. GENERAL - COUNTY 
 
1.  Copy of the December 31, 2012, balance sheets by fund in electronic format emailed to 
acervini@sikich.com and cdittman@sikich.com by February 27, 2013. 
 
2.  Copy of the “detailed expenditure status report” and “detailed revenue status report” (final 
budget vs. actual), by fund as of December 31, 2011 in electronic format emailed to 
acervini@sikich.com and cdittman@sikich.com by February 27, 2013. 
 
3.  Detailed general ledger (for balance sheet accounts) for the year 1/1/12 – 12/31/12 emailed to 
acervini@sikich.com and cdittman@sikich.com by February 27, 2013. 
 
4.  Expenditure transaction analysis and revenue transaction analysis for the year 1/1/12 – 
12/31/12 emailed to acervini@sikich.com and cdittman@sikich.com by February 27, 2013. 
 
5.  Access to County Board minutes not posted online at the time of fieldwork. 
 
6. Copy of all budget amendments/transfers adopted for FY 12. 
 
7. Copy of the following:  
 

 OPEB actuarial valuation 
 
B. GENERAL - FOREST PRESERVE DISTRICT 
 
1.  Access to Forest Preserve Board minutes not posted online at the time of fieldwork. 
 

mailto:acervini@sikich.com
mailto:cdittman@sikich.com
mailto:acervini@sikich.com
mailto:cdittman@sikich.com
mailto:acervini@sikich.com
mailto:cdittman@sikich.com
mailto:acervini@sikich.com
mailto:cdittman@sikich.com
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C. CASH 
 
1.  Please see specific departments: Copies of all bank reconciliations for all accounts as of 
December 31, 2012, tied out to the general ledger accounts, including outstanding check lists and 
deposits in transit. 
 
2.  Please see specific departments: Access to all bank statements as of December 31, 2012, 
and all bank statements and media (e.g., canceled checks) as of January 31, 2013. 
 
3.  Schedule of cash and investments (See prior year CAFR pages 185-186).  (Source:  Karen 
Kahl). 
 
D.  INVESTMENTS – See Treasurer’s Office  
 
E.  INTERFUND TRANSACTIONS 
 
1.  Schedule of interfund transfers in/out, by fund, for the year, reconciled to the general ledger.  
Also, for GASB S-34, for each transfer please provide an explanation of what the transfer was 
for and note any that will be repaid. (See prior year CAFR Note #6) 
 
2.  Schedule of quasi-external transactions (e.g., departmental chargebacks, insurance charges) 
from the general fund or internal service funds to the other funds for the year.  Please include 
support for the calculation and allocation of the costs.  This should include a reconciliation of the 
transfers into the medical insurance fund from other funds, including employer and employee 
contributions. 
 
3.  Schedule of interfund receivables and payables, by fund, between funds at December 31, 
2012, reconciled to the general ledger.  Also, for GASB S-34, for each interfund 
receivable/payable please provide an explanation of what it was for and if it will be repaid. 
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F. CAPITAL ASSETS 
 
1. General Capital Assets  
 

  a. Summary of changes in capital assets in the following format: beginning balance at 
1/1/12, transfers in from facilities management fund, additions, deletions, ending 
balance at 12/31/12. 

 
  b. Schedule of depreciation with the following columns:  

 beginning accumulated depreciation (by individual asset) for all depreciable 
general fixed assets (including infrastructure) as of January 1, 2012;  

 transfers in of accumulated depreciation from facilities management fund 
 depreciation expense by category for the fiscal year 2012*;  
 deletions of accumulated depreciation (i.e. to remove depreciation on assets 

that were disposed in FY 12); 
 accumulated depreciation as of December 31, 2012. 

 
  *Please also summarize the total depreciation expense by function that you would like 

the depreciation expense charged to (general government, public safety, etc). 
 
 c.   Schedule of fixed assets by asset class (including infrastructure and construction in 

progress, if applicable) and by function and activity as of December 31, 2012.  
 
 e.   Detailed list of FY 12 additions of individual assets for the fiscal year that tie to the 

summary schedules above. 
  

f.  Detailed list of FY 12 disposals of assets that tie to the summary schedules above, 
including a calculation of the gain or loss on disposal for each asset (net book value as of 
date of disposal versus selling price) For deletions, please provide support (e.g., Board 
approval for sale of surplus equipment) 
 

 e.   Approved resolution transferring highway property to the County (May 2012). 
 

  
 
2.  Infrastructure 
 
 a.  For any general infrastructure assets acquired, constructed or accepted during FY 12 

(e.g., road/bridge reconstruction, accepted public improvements) we will need a schedule 
listing the asset, original cost (or market value if donated), depreciation expense and 
accumulated depreciation. Please obtain support from the Highway Dept. for any 
additions (such as jurisdictional transfers).  
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G. ACCOUNTS PAYABLE  
 

 1.  Summary of accounts payable, by fund, that agrees to the general ledger at December 31, 
2012. 

 
2.  Detail listing of accounts payable, by fund, agreed to the summary listing above.  This would 
include the period general ledger audit trail for the vendor checks payable account.  
 
3.  Copy of “Check Register – By Fund” for January 2013 through February 2013. (The report 
should be run with the selection criteria “transaction year > 12/31/12”).  
 
**Please note, we will need to see check registers for any checks written in March 2013 to 
update our accounts payable testing through the end of fieldwork. 
 
4.  Schedule of contracts and retainage payable for all funds as of December 31, 2012. 
 
5.  Updated list of all open construction contracts as of December 31, 2012 (project name, total 
awarded contract amount, amount paid as of 12/31/12 including A/P and retainage payable). 
 
H. LONG TERM DEBT 
 
1.  Summary of interest paid and accrued interest payable, if any, by bond issue and by account 
within the debt service fund. 
 
I. REVENUES/RECEIVABLES 
 
1.  Schedule of property tax revenue, receivable and deferred revenue by fund and by tax year.  
 
2.  Schedule of intergovernmental revenue and receivable by fund and revenue source (e.g., sales 
tax, income tax, local use, inheritance tax). 
 
3.  Detail schedule of accounts receivable for the all funds, by fund reconciled to the general 
ledger.  This would include the cash receipts report for the 13th period with a transaction year of 
“11”.  Please reconcile this, by department, to the general ledger. 
 
4. Schedule of allocation by fund of rate stabilization revenue in retirement fund, g/l #1211-
5220-4906, if applicable. 
 
5.  Copy of fee increase for July 2012 – June 2013 for police dispatching services with the Cities 
of Sycamore and Genoa and Genoa-Kingston Fire Protection District. 
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J. PREPAID ASSETS 
 
1.  Schedule of prepaid expenses, by fund, as of 12/31/12 with support for individual amounts > 
$10,000 (report received previously was the “general ledger audit trail”). 
 
K. PAYROLL 
 
1. Accrued payroll, by fund, at December 31, 2012 and copy of applicable payroll summary to 
support those balances (i.e. January 2011 payroll register). 
 
2. Summary of compensated absences liability by fund and detail listing by employee in the 
following format: beginning balance at 1/1/12, hours earned during the fiscal year, hours used 
during the fiscal year, ending balance at 12/31/12 for the County and Forest Preserve District.  
Please include the related FICA expense in the calculation of the compensated absences liability. 
  
*Please group the employees by function (i.e. general gov’t, public safety, etc), with comparative 
information from 12/31/08 (this is necessary to compute the change in compensated absences by 
function for GASB 34). 
 
3. Federal 941’s filed with the Internal Revenue Service for 3/11, 6/11, 9/11, and 12/11. 

  
 4. IMRF/SLEP monthly deposit reports submitted to IMRF for January 2012 -December 2012. 
 
 5. Post employment retirement benefits: 

 total payments made by retirees for the fiscal year ended December 31, 2012. 
 
 6. Schedule of employees participating in the insurance buyout program (in lieu of taking 

County provided health insurance). 
 
L. SELF-INSURANCE 
 
1. Schedule of employer contributions to the insurance internal service funds, by fund. 
 
2. Access to Worker’s compensation claims management reports from the TPA (Sedgwick), 
displaying all claims and the estimated future costs of the claims at December 31, 2012, January 
31, 2013 and February 28, 2013. 
 
3.  Schedule of specific or aggregate insurance received during the year ended December 31, 
2012 and any receivable as of that date (worker’s compensation). 
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M. GRANTS – see also specific departments 
 
1. Schedule of expenditures of federal awards, listing the following for all federal grants: 

a. CFDA # 
b. Federal grantor 
c. Pass-thru grantor, if any 
d. Title of grant/program 
e. Grant number, if any 
f. County dept. responsible for grant 
g. Total amount of grant awarded 
h. Revenue received in the year 1/1/12 – 12/31/12 
i. G/L account # where revenues are recorded 
j. Expenditures incurred in the year 1/1/12 – 12/31/12 
k. G/L account # (s) where expenditures are recorded 

 
N. AGENCY FUNDS – see specific departments 
 
O.  STATISTICAL INFORMATION 
 
The following schedules are needed for the CAFR.  Prior year page #’s are indicated in 
parentheses.   
 
1.  Assessed value and actual value of taxable property (193) 
2.  Property tax rates – direct and overlapping governments (194) 
3.  Principal property taxpayers (195) 
4.  Property tax levies and collections (196) 
5.  Direct and overlapping debt (199) 
6.  Demographic and economic information (202) 
7.  Principal employers (203) 
8.  Full time equivalent employees (204) **Please have this available at the beginning of final 
fieldwork** 
9.  Operating indicators (205) 
10. Capital asset statistics (206) 
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DEPARTMENTAL ITEMS – The following items are broken down into the departments 
that provided them in the prior year. 
 
A. TREASURER’S OFFICE 
 

1. Bank reconciliations for all Treasurer’s Office accounts as of December 31, 2012, tied 
out to the general ledger accounts, including outstanding check lists and deposits in 
transit. 

 
2. January 31, 2013 bank statements for all bank accounts, and December 31, 2012 bank 

statements and media (e.g., canceled checks). (copies are not necessary unless you prefer 
to copy them, otherwise we will return all originals). 

 
3. Copies of all statements of pledge holdings (collateral) as of December 31, 2012.  This 

needs to include cost and market value of all investments held as collateral as of 
December 31, 2012.  Please contact the institutions to receive these, if necessary. 

 
4. Schedule of investments (CD’s), by fund, tied out to the general ledger at December 31, 

2012.  
 
5. Schedule of accrued interest receivable by investment/bank account by fund for the year 

ended December 31, 2012.  
 

6. Copy of 2011 & 2012 Property Tax extensions and property tax distributions and interest 
distributions reports. 

 
7. Schedule of gross additions (receipts/collections) and deductions 

(payments/disbursements) of cash and investments for January 1, 2012 through 
December 31, 2012 for the following agency funds: 

 County Collector  
 Special Drainage 
 Treasurer’s Clearing 
 Mobile Home Tax 
 Tax Indemnity 
 Tax Sale in Error 
 any new agency funds created 

 
8. Copy of Data Consortium Contract. 
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B. COUNTY CLERK/RECORDER 
 

1. Bank reconciliations for all County Clerk/Recorder’s Office accounts as of December 31, 
2012, tied out to the general ledger accounts, including outstanding check lists and 
deposits in transit. 

 
2. Copies of December 31, 2012 bank statements for all bank accounts, and January 31, 

2012 bank statements and media (e.g., canceled checks). 
 
3. Schedule of number of deeds recorded between 1/1/12 – 12/31/12 and GIS fee charged 

for each type of deed. 
 

4. Schedule of gross additions (receipts/collections) and deductions 
(payments/disbursements) of cash and investments for January 1, 2012 through 
December 31, 2012 the following agency funds: 

 Tax Sale Redemption Account (County Clerk – Diane Chappell) 
 Passport Account (Recorder’s office – Judy)  

 
C. CIRCUIT CLERK 
 

 THIS WAS REQUESTED AS PART OF THE CIRCUIT CLERK’S SEPARATE 
AUDIT. 

 
D. SHERIFF’S DEPARTMENT 
 

1. Bank reconciliations for all Sheriff’s accounts as of December 31, 2012, tied out to the 
general ledger accounts, including outstanding check lists and deposits in transit. 
(Source: Lt. Joyce Klein-Munch) 

 
2. Copies of December 31, 2012 bank statements for all bank accounts, and January 31, 

2013 bank statements and media (e.g., canceled checks).  (Source: Lt. Joyce Klein-
Munch) 

 
3. Access to support for cash receipts and requests for reimbursement for the U.S. 

Department of Justice for the Housing of Federal Prisoners and Kane and Winnebago 
County for the fiscal year ended December 31, 2012, if applicable.  (Source: Lt. Joyce 
Klein-Munch) 

 
4. List of revenues received and costs incurred between 1/1/12 and 12/31/12 and support 

(i.e. copy of check received, invoice paid) for the following grants: 
a. SCAAP grant 
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E. HEALTH DEPARTMENT 
 

1. Copies of all bank reconciliations for all Health Department as of December 31, 2012, 
tied out to the general ledger accounts, including outstanding check lists and deposits in 
transit. 

 
2. Copies of December 31, 2012 bank statements for all bank accounts, and January 31, 

2013 bank statements and media (e.g., canceled checks). 
 

3. List of active clients for the WIC program from January 1, 2012 through December 31, 
2012.  (Source:  Jane Lux) 

 
4. For all grants (state, federal and local) in FY 2012 

 Schedule of revenues received from 1/1/12 – 12/31/12 
 Schedule of expenditures incurred from 1/1/12 – 12/31/12 
 Please refer to the schedule of federal expenditures previously e-mailed for the format 

for federal grants 
 

5. Schedule of unearned income for fund #1241. 
 
6. Schedule of animal control tag sales by month for January 2012 – December 2012. 

 
7. Copy of “year-end financial statement” for 12/31/12 (Source:  Karen Grush) for tying in 

accounts receivable. 
 
F. STATE’S ATTORNEY 
 

1. Copies of all bank reconciliations for all State’s Attorney accounts as of December 31, 
2012, tied out to the general ledger accounts, including outstanding check lists and 
deposits in transit. 

 
2. Copies of December 31, 2012 bank statements for all bank accounts, and January 31, 

2013 bank statements and media (e.g., canceled checks). 
 

3. Copies of January 2012 to December 2013 monthly expenditures reports from the State’s 
Attorney’s office for the Title IV-D. (Source: Kelly Newton) *May already be in 
Karen’s grant file. 

 
4. Copies of the January 2012 – December 2012 quarterly reports from the State’s 

Attorney’s office for the Violent Crime Victims Assistance Program. (Source: Kelly 
Newton) May already be in Karen’s grant file. 
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G. REGIONAL OFFICE OF EDUCATION (SUPT. OF SCHOOLS) 
 

1. Copies of all bank reconciliations for all Regional Supt. of Schools as of December 31, 
2012, tied out to the general ledger accounts, including outstanding check lists and 
deposits in transit. 

 
2. Copies of December 31, 2012 bank statements for all bank accounts, and January 31, 

2013 bank statements and media (e.g., canceled checks). 
 

3. Schedule of gross additions (receipts/collections) and deductions 
(payments/disbursements) of cash and investments for the Regional Superintendent of 
Schools agency fund for January 1, 2012 through December 31, 2012.  (Source: Donna 
Milburn) 

 
4. Copy of the “trial balance” as of 12/31/12. (Source: Donna Milburn) 

 
5. Write-up of internal control/procedural narratives for the following areas: cash receipts, 

cash disbursements, grant application/recordkeeping.  
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H. COMMUNITY SERVICES (Source: Donna Moulton) 
 

1. Copies of all bank reconciliations for all Community Services accounts as of December 
31, 2012, tied out to the general ledger accounts, including outstanding check lists and 
deposits in transit. 

 
2. Copies of December 2012 and January 2013 bank statements and media (e.g., canceled 

checks) for all bank accounts. 
 

3. For all grants (state, federal and other) in FY 2012 
 Detail schedule, by grant, of the revenues received and expenditures incurred from 

January 1, 2012 – December 31, 2012 (Source:  Jess Collins) 
 Grant closeout report for each grant, if applicable. 
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I. CORONER/ESDA 

 
1. Detail of expenditures incurred 1/1/12 – 12/31/12 on any grants, including HazMat, 

EMA, etc 
 
2. Detail of revenues received 1/1/12 – 12/31/12 on any grants, including HazMat, EMA, 

etc. 
 

3. Copy of quarterly reimbursements for IEMA Hazmat Emergency Preparedness and any 
other grants. 
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J. HIGHWAY/FINANCE 
 

1. Detail of FY 11 costs incurred (if any) by State of IL (if applicable) & County (final pay 
estimate) .Should be shown as an infrastructure addition. Please separate road costs 
from storm sewer costs (if applicable). 

 
2. Copy of IDOT grant agreement for Sect. 5311 Operating Assistance Contract for July 

2012 – June 2013. 
 

3. Schedule of revenues received and expenditures incurred 1/1/12 – 12/31/12 for each of  
the Sect 5311 grants. 
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K. MENTAL HEALTH 
 

1. Copy of mental health board policies and procedures and mental health board funding 
guidelines in effect during the fiscal year 2012. 

 
 
 



DEKALB COUNTY PUBLIC BUILDING COMMISSION 
 

CLIENT ASSIST WORKPAPERS 
 

December 31, 2012 
 
 
A. GENERAL 
 
1.  Copy of the December 31, 2012, balance sheets by fund and in electronic format emailed to 
acervini@sikich.com and cdittman@sikich.com by February 27, 2013. 
  
2.  Copy of the December 31, 2011, trial balance by fund and in electronic format emailed to 
acervini@sikich.com and cdittman@sikich.com by February 27, 2013. 
 
3.  Copy of the budget versus actual report (organization revenue status and organization 
expenditure status reports), by fund as of December 31, 2012, hard copy and in electronic format 
emailed to acervini@sikich.com and cdittman@sikich.com by February 27, 2013. 
 
4.  Year to date detailed general ledger as of December 31, 2012 emailed to acervini@sikich.com 
and cdittman@sikich.com by February 27, 2013. 
 
5.  Year to date expenditure transaction analysis and revenue transaction analysis for the fiscal 
year emailed to acervini@sikich.com and cdittman@sikich.com by February 27, 2013. 
 
6.  Period general ledger audit trail report for the 13th period for FY11 emailed to 
acervini@sikich.com and cdittman@sikich.com by February 27, 2013. 
 
7.  Copies of PBC minutes from September 10, 2012 – date of fieldwork. 
 
8. Copy of any FY 12 budget transfers/amendments adopted to date (only if additional 
transfers/amendments have been made since preliminary fieldwork). 
 
9. Summary of any litigation involving the PBC during the fiscal year and attorneys used by the 
PBC. 
 
B. CASH 
 
1. Copies of all bank reconciliations for all accounts as of December 31, 2012 tied out to the 
general ledger accounts, including outstanding check lists and deposits in transit. 
 
2. Access to all bank statements as of December 31, 2012, and all bank statements and media 
(e.g., canceled checks) as of January 31, 2013. 
 
3. Copies of all statements of pledge holdings (collateral) as of December 31, 2012.  This needs 
to include cost and market value of all investments held as collateral as of December 31, 2012.  
Please contact the institutions to receive these, if necessary. 
 
 

mailto:acervini@sikich.com
mailto:cdittman@sikich.com
mailto:acervini@sikich.com
mailto:cdittman@sikich.com
mailto:acervini@sikich.com
mailto:cdittman@sikich.com
mailto:acervini@sikich.com
mailto:cdittman@sikich.com
mailto:acervini@sikich.com
mailto:cdittman@sikich.com
mailto:acervini@sikich.com
mailto:cdittman@sikich.com
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C. INVESTMENTS 
 
1. Schedule of investments/CD’s, by fund, tied out to the general ledger. (Balance at January 1, 
2012, purchases, sales, balance at December 31, 2012) 
 
2. Schedule of interest receivable by investment/bank account by fund for the year ended 
December 31, 2012, tied out to the general ledger. 
 
D. INTERFUND TRANSACTIONS 
 
1. Schedule of interfund transfers in/out, by fund, for the year, reconciled to the general ledger.  
Also, for GASB S-34, for each transfer please provide an explanation of what the transfer was 
for and note any that will be repaid. 
 
2. Schedule of payments to/ from the County for lease rental and operations & maintenance.  
Please identify which fund on the County’s general ledger that the payment was recorded in. 
 
E. FIXED ASSETS 
 
1. Capital Assets (formerly General Fixed Asset Account Group)  
 a.   Summary of changes in capital assets in the following format: beginning balance at 

1/1/11, additions, deletions, ending balance at 12/31/12 – from prior year.  
 

  b.   Schedule of depreciation with the following columns:  
   1)  Beginning accumulated depreciation (by individual asset) for all depreciable general 

fixed assets as of January 1, 2012;  
   2)  Depreciation expense for the fiscal year 2012;  
   3)  Deletions of accumulated depreciation (i.e. to remove depreciation on assets that 

were disposed in FY 12); 
 4)  Accumulated depreciation as of December 31, 2012 
 

  Please also summarize the total depreciation expense by function that you would 
like the depreciation expense charged to (maintenance, etc). 

  
 c.   Detailed list of FY 12 additions of individual assets for the fiscal year that tie to the 

summary schedules above. 
  

d.   Detailed list of FY 12 disposals of assets that tie to the summary schedules above, 
*including a calculation of the gain or loss on disposal for each asset (net book value as 
of date of disposal versus selling price) For deletions, please provide support (e.g., Board 
approval for sale of surplus equipment) 
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E. FIXED ASSETS (Continued) 
 
2. Construction in Progress  
 
 a. For the schedules listed above, please identify separately any construction in progress 

by entity (health department/nursing home).   
 
F. ACCOUNTS PAYABLE  
 
1. Summary of accounts payable, by fund, as of December 31, 2012. 
 
2. Detail listing of accounts payable, by fund that agrees to the summary listing above (Invoices 
paid after December 31, 2012 but with the expense occurring before December 31, 2012. 
 
3. Check register, by fund, for checks issued through February 2013. 
 
4. Schedule of contracts and retainage payable for all funds as of December 31, 2012. 
 
5. List of all contracts let to date for nursing home/health department, noting dollar amount of 
contract approved, any change orders, final approved amount, amount paid to date (as of 
12/31/11) and retainage payable to date (at 12/31/12). 
 
G. LEASE RECEIVABLE/BONDS PAYABLE 
 
1. Schedule of lease amortization of payments by year (amount to sinking fund, administrative 
fund and repairs/replacement). 
 



DEKALB COUNTY 
CIRCUIT CLERK AUDIT 

 
CLIENT ASSIST WORKPAPERS 

 
DECEMBER 31, 2012 

 
 

 
 
Please have the following mailed to Sikich LLP by December 31, 2012 
 
 

1. Updated confirmation letters signed by Maureen Josh. 
2. Updated internal control documentation 

  
 
Please have the following mailed to Sikich LLP by January 15, 2013. 
 

1. Listing of all cases by case number and category for the year ended December 31, 2012. 
(We will perform our file selection from this document). 

a. Civil 
b. Criminal 
c. Maintenance 
d. Traffic 

 
Please have the following ready for final fieldwork beginning on February 19, 2013. 

 
1. From the Manual on Fines & Fees: 

a. Revised pages, if any, since 1/1/10 
b. Copy of the statute listing & revision dates from the Administrative Office of the 

Illinois Courts 
 

2. Revisions to the Manual on Recordkeeping, if any, since June 1, 2002. 
 

3. List of the current fees for Civil cases (resolution). 
 

4. List of petty cash funds and their custodians. 
 

5. Copy of the Annual Financial Report of the Clerk of the Circuit Court (“Report J”) as of 
December 31, 2012 and supporting documentation. 
 

6. Copy of the December 31, 2012 Board Report. 
 

7. Copy of the yearly disbursements spreadsheet on flash (USB) drive.  We will provide a 
drive if necessary. 
 

8. Excel spreadsheet showing receipts, by month, for the year ending December 31, 2012. 
This should agree to the receipts on the Board report from #2. 
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9. Summary listing of the accounts payable as of December 31, 2012 that agrees to the 
board report and related invoices (note, you do not need to make copies of invoices, we 
will review on-site and promptly return). 
 

10. Outstanding bond balance report and bond activity report (bonds held at December 31, 
2012) for Civil, Traffic and Criminal bonds. 
 

11. Copy of the December 31, 2012 bank reconciliation and bank statement. 
 

12.  Copy of the January 31, 2013 bank statement; please obtain activity statement from bank 
(or online printout of account activity) if actual statement has not yet been received. 
 

13. List, by employee, showing the balance (hours) of vacation time at the January 1, 2012, 
hours earned during the fiscal year, hours used during the fiscal year, and balance at 
December 31, 2012.  
 

 



DEKALB COUNTY 
REHAB AND NURSING HOME 

 
CLIENT ASSIST WORKPAPERS 

 
December 31, 2012 

 
Note – Please provide all worksheets and schedules electronically (e-mail, USB drive, or 
CD-Rom) whenever possible. 
 
A. NURSING HOME 
 

1. Copies of all bank reconciliations for all Nursing Home bank accounts as of December 
31, 2012, tied out to the Finance general ledger accounts, including outstanding check 
lists and deposits in transit. 

 
1. Copies of the December 2012 and January 2013 bank statements for all bank accounts. 
 
2. Copy of the accounts receivable aging report as of December 31, 2012, reconciled to the 

general ledger (County Finance and Nursing Home books) for the following: 
 

 Private Pay 
 Medicaid (IPA) 
 Resident Resource 
 Insurance (IPA Patients) 
 Medicare Part A 
 Medicare Part B 

 
3. Support and calculation for the Medicare cost report receivable, if any, at December 31, 

2012. 
 
4. Schedule and support for any intergovernmental transfer receivable or payable (amounts 

due to/from the Nursing Home resulting from over/underpayments to the IL Dept. of 
Healthcare and Family Services). 

 
5. Schedule of the Township revenue by month and receivable at December 31, 2012. 

 
6. *Copy of the transaction analysis report for all cash receipts received from January 1, 

2013 to February 27, 2013 for the following: 
 

 Private Pay 
 Medicaid (IPA) 
 Resident Resource 
 Insurance (IPA Patients) 
 Medicare Part A 
 Medicare Part B 
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F. NURSING HOME (Continued) 
 

7. Schedule (compiled from AR aging report at #2 above) of A/R amounts greater than 90 
days and greater than $1,000. Please include dates/amounts of payments received after 
12/31/12 and note any items considered to be bad debt. 
  

8. Excel summary schedule of fixed assets for the Nursing Home for cost and depreciation: 
 balance at the beginning of the fiscal year (1/1/12) 
 additions during 2012 (including assets debited directly to the balance sheet) – 

please separate assets purchased by the Nursing Home from those contributed by 
other parties 

 deletions during 2012 
 balance at the end of the fiscal year (12/31/12) 
 

9. Depreciation schedule (“fixed asset report”), by asset, for the year ended December 31, 
2012 (assets should tie to totals in #8 above). 

 
10. Detailed list of all additions of fixed assets for the year ended December 31, 2012, listing 

the account number the item was charged to. This should agree to the additions in the 
excel schedule in #8 above. 

  
11. Detailed list of all disposals of fixed assets for the year ended December 31, 2012. This 

should agree to the deletions in the excel schedule in #8 above. 
 

12. Support for any accounts payable items included as part of account #2501-1000-1100. 
(this is a separate account from the vendor checks a/p that Finance provides support for) 

 
13. Schedule of patient day statistics (Daily Census summary), by month and by payor, for 

January 2012 – December 2012.  
 

14. Support for per diem rates for each category (Private Pay, IGT, hospice, etc) in effect 
from 1/12 – 12/12. Analysis showing differential in revenue collected in 2011 (5/11-
12/11) from old rate versus revised rate that was approved in April 2012. 
 

15. Schedule of IPA payable, if any, at December 31, 2012. 
 

16. Support for any prepaid expenses > $10,000 at December 31, 2012. 
 

17. Schedule of gross additions (receipts/collections) and deductions 
(payments/disbursements) of cash and investments for January 1, 2012 – December 31, 
2012 for the Nursing Home Residents’ Account (agency fund). 
 

18. Advance billing schedule as of December 31, 2012 
 

19. Resident Trust Balancing Report as of December 31, 2012 
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20. Copy of December 31, 2012 Nursing Home Foundation financial statements. 

 





DeKalb County Government 
 

Bond Indebtedness Disclosure Procedures 
(Last Updated June 18, 2013) 

 
 
The original disclosure reports can be found in the Accounting Supervisor’s computer 
drive J by year in Bond Disclosure File.  The accounting supervisor also has a file with 
work papers from the previous year and instructions and hints as to where to find the 
information for updating the pages each year. 
 
On June 1, 2005 the PBC issued $7,155,000 Lease Revenue Refunding Bonds, to 
advance refund, through a crossover refunding of the 1997 Bonds.  This disclosure must 
be completed 210 days after the end of the fiscal year and emailed to the Disclosure 
USA.org.   The report pages are updated and a PDF file is created that is sent.  This 
disclosure report is then used by anyone that wishes to know about DeKalb County at the 
Disclosure site on the web.   
 
On September 24, 2010 DeKalb County issued $26,030,000 of ARRA Bonds, for 
expansion of the Courthouse and the Jail.  This disclosure must be completed 210 day 
after the end of the fiscal year and emails to EMMA.  A PDF file is created and it is 
emailed to EMMA just as the PBC issue.   
 
These bonds along with the disclosures must have the PBC audit for the 2005 bond and 
the County audit for the 2010 bonds submitted along to the same site with the bond 
disclosures each year. 
 
The cover page must be updated to reflect new dates.  Each page of the work papers from 
the previous year has information on it to help you to find where to get the current year 
information.  Each page must also be updated to June of the current year and consecutive 
numbers for the number of the “Annual Required Update…….”  In June of 2013 the note 
read  “June 2013 --Eighth Annual Required Update…..”  for the PBC Bonds and June 
2013 Third Annual Update for the ARRA bonds. Some of the pages of the disclosure will 
require note pages and these will also need to be updated each year, unless the page 
indicates it did not change.  Many of the pages are good for each disclosure although you 
need to be sure that they reflect the correct year at the bottom of each page when you 
submit. 
 
Remember to keep good notes on your work papers so that you will be able to track 
where you found the information.  Three very important sources will be a bond report 
spreadsheet that is done in the finance office each year, the assessor’s annual report and 
the tax extension office reports:  levy, rate and extension reports for the total county and 
for the individual taxing districts, the tax computation report, and the PTAX-250.  The 
largest source of information will be the audit.  Cris Woodin also does a report that you 
will want to request to complete some of the bond information also. 
 



The disclosure when completed is downloaded to Municipal Securities Rulemaking 
Board (MSRB).  (Include the Audits with each) 
 
www.msrb.org.    MSRB also operates Electronic Municipal Market Access (EMMA) 
website.  The County is registered with both. 
 
MSRB   User ID KKAHL 
              P.W       Gmbdtr45  Valid 6-5-2013 

http://www.msrb.org/








July 18, 2013 - Updated 
 
 

BUDGET ENTRY INTO PENTAMATION BUDGET PREP 
 
 
Applications>Budget Prep>Budget Entry 
 
Choose the Expenditure or Revenue Approved Budget line and enter 
the new fiscal year budget. 
 
You should be able to bring up the departments by number and then 
you will have a quick verify that what you are entering matches the 
budget that has been approved by the county board members. 
 
* New accounts can be added or accounts being dropped can be 
   deleted 
 
To Proof your data entry:  Reports>Budget:  
 
Expenditure >Summary 
Revenue>Summary 
 
  
 

































































































































































































































































































































































































































































































































































































































Purchasing – Dollar Amounts that must be bid – from State Statutes 
 

(55 ILCS 5/5-1022) (from Ch. 34, par. 5-1022)  
    Sec. 5-1022. Competitive bids.  
    (a) Any purchase by a county with fewer than 2,000,000 
inhabitants of services, materials, equipment or supplies in 
excess of $30,000, other than professional services, shall be 
contracted for in one of the following ways:  
        (1) by a contract let to the lowest responsible  

     

bidder after advertising for bids in a newspaper published 
within the county or, if no newspaper is published within 
the county, then a newspaper having general circulation 
within the county; or  

        (2) by a contract let without advertising for bids in  

 
 
    the case of an emergency if authorized by the county board. 
    (b) In determining the lowest responsible bidder, the 
county board shall take into consideration the qualities of 
the articles supplied; their conformity with the 
specifications; their suitability to the requirements of the 
county, availability of support services; uniqueness of the 
service, materials, equipment, or supplies as it applies to 
networked, integrated computer systems; compatibility to 
existing equipment; and the delivery terms. The county board 
also may take into consideration whether a bidder is a private 
enterprise or a State-controlled enterprise and, 
notwithstanding any other provision of this Section or a lower 
bid by a State-controlled enterprise, may let a contract to 
the lowest responsible bidder that is a private enterprise.  
    (c) This Section does not apply to contracts by a county 
with the federal government or to purchases of used equipment, 
purchases at auction or similar transactions which by their 
very nature are not suitable to competitive bids, pursuant to 
an ordinance adopted by the county board.  
    (d) Notwithstanding the provisions of this Section, a 
county may let without advertising for bids in the case of 
purchases and contracts, when individual orders do not exceed 
$35,000, for the use, purchase, delivery, movement, or 
installation of data processing equipment, software, or 
services and telecommunications and inter-connect equipment, 
software, and services.  
    (e) A county may require, as a condition of any contract 
for goods and services, that persons awarded a contract with 
the county and all affiliates of the person collect and remit 
Illinois Use Tax on all sales of tangible personal property 
into the State of Illinois in accordance with the provisions 
of the Illinois Use Tax Act regardless of whether the person 
or affiliate is a "retailer maintaining a place of business 
within this State" as defined in Section 2 of the Use Tax Act. 
For purposes of this subsection (e), the term "affiliate" 
means any entity that (1) directly, indirectly, or 
constructively controls another entity, (2) is directly, 
indirectly, or constructively controlled by another entity, or 
(3) is subject to the control of a common entity. For purposes 
of this subsection (e), an entity controls another entity if 
it owns, directly or individually, more than 10% of the voting 



securities of that entity. As used in this subsection (e), the 
term "voting security" means a security that (1) confers upon 
the holder the right to vote for the election of members of 
the board of directors or similar governing body of the 
business or (2) is convertible into, or entitles the holder to 
receive upon its exercise, a security that confers such a 
right to vote. A general partnership interest is a voting 
security.  
    (f) Bids submitted to, and contracts executed by, the 
county may require a certification by the bidder or contractor 
that the bidder or contractor is not barred from bidding for 
or entering into a contract under this Section and that the 
bidder or contractor acknowledges that the county may declare 
the contract void if the certification completed pursuant to 
this subsection (f) is false.  
(Source: P.A. 95-331, eff. 8-21-07; 96-170, eff. 1-1-10.)  
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