GEAUGA COUNTY AUDITOR — ACCOUNTING MANUAL

GEAUGA COUNTY AUDITOR’S
OFFICE
ACCOUNTING MANUAL

This policy is intended to ensure compliance with all applicable laws and generally
accepted accounting principles in the fiscal management of county finances under the
Geauga County Auditor’s authority.

Due to the complexities of the financial processes and systems, the County Auditor may
from time-to-time institute certain procedures to effectively and efficiently process
Geauga County’s financial transactions and to ensure accountability of public funds. The
County Auditor’s Office will periodically update portions of this manual and insert new
forms as needed.

An electronic version of the Accounting Manual is available on the Geauga County
intranet. To access the electronic version of this manual, please go the Auditor’s website
under Fiscal then Internal Forms. You must have the free Adobe Acrobat Reader installed
on your PC to open these files.
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1. Forms

The following General Accounting forms are available on the County Intranet

System in a fillable PDF format:

Accounting Authorization
Appropriation Transfer
Blanket Purchase Order
Cash Transfer

Contract Transmittal
Fund Approval

Lost Check Affidavit
Mileage Reimbursement
Purchase Order

Revenue Certification
Supplemental

Travel Request
Unclaimed Funds Affidavit
Vendor Form

Each form is color coded in the form title. If possible, forms should be printed on
a color printer. If a color printer is not available a black and white form will be

accepted.

The following year-end forms are available on the County Intranet System in a

fillable PDF format:

Capital Leases

Cash Report

Checking Accounts

Federal Financial Assistance

Receivables Report

Sick and Vacation Report

Terminated Employees Sick Leave Balance
Vacation Hours Used in January
Volunteers — Workers” Compensation

Revised: October 22, 2024
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Budgetary Applications

The County’s accounting system is organized on a “fund” basis. Each fund is a
distinct self-balancing accounting entity. The County’s day-to-day accounting

and budgetary records are maintained on a “cash” basis.

Governmental Funds are separated into the following categories:

General Fund — This fund is used to account for all financial resources of the
County.

Special Revenue Funds — These funds are used to account for the proceeds of
specific revenue sources that are legally restricted for specific purposes.

Debt Service Funds — These funds are used to account for the accumulation
of financial resources for, and the payment of, general long-term debt
principal, interest and related costs and special assessment long-term debt
principal, interest and related costs.

Capital Project Funds — These funds are used to account for financial
resources to be used for the acquisition or construction of major capital

facilities.

Enterprise Funds — These funds are used to account for operations that are
financed and operated in a manner like private business enterprises.

Agency Funds — These funds are purely custodial (assets equal liabilities) and

thus do not involve measurement of results or operations.

Account Numbers

The General Ledger Listing is a complete list of all funds and accounts
maintained by the County. To obtain a list of funds and accounts for your specific

department, contact the Fiscal Office.

Budgetary Process

The budgetary process is prescribed by provisions of the Ohio Revised Code
and entails the preparation of budgetary documents within an established
timetable. The major documents prepared are the tax budget, the certificate of
estimated resources, and the appropriation resolution — all of which are
prepared on the budgetary basis of accounting. The certificate of estimated
resources and the appropriation resolution are subject to amendment
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throughout the year with the legal restriction that appropriations cannot exceed
estimated resources, as certified.

The legal level of budgetary control is at the object level within each

department. Any budgetary modifications at this level may only be made by
resolution of the County Commissioners.

Accounting Deadlines

For departments that must have their financials (encumbrances and vouchers)
approved by the Board of County Commissioners, they are due to the Auditor’s
Office by Wednesday at noon prior to Tuesday’s Board of County Commissioners
Session.

When a Holiday occurs during the week, a letter will be sent informing you of
deadlines from the Budget Office.

For those departments that do not require Board of Commissioners approval,

financials are accepted at any time. Please contact the Auditor’s Fiscal Office for
deadlines and payment dates for your department.

Encumbrances

An encumbrance is officially setting aside funds for upcoming expenditures. An
encumbrance must be in place before an expenditure is made. Geauga County
issues four types of encumbrances:

A. Blanket Purchase Orders
- Used for multiple purchases to multiple vendors.
- Can be opened for up to $50,000.
- Expire at year end (12/31).

B. Purchase Order
- Used for a specific purchase to a specific vendor.
- No limit on dollar amount but must have been formally bid or state
pricing if it exceeds $75,000.
- Generally, cannot be increased or decreased.

C. Contract
- Used for multiple purchases from one vendor.
- Can be “formal” or “informal.”
e Formal — value of more than $75,000, normally formally bid.
e [nformal — Several purchases from the same vendor.
- Can be increased and decreased.
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D. Travel
- Used for travel to meeting, conferences, training and seminars which
are not part of travel for routine work assignment. Travel for
Routine Work Assignment is defined as “All travel within the State
of Ohio which does not include overnight accommodations and/or
registration fees” (See Commissioners Travel Policy — Policy IX).
- Must be submitted prior to the Travel Date.

Then and Now Certifications

When a department incurs an expense without a certified purchase order, blanket
purchase order or contract to cover the expense, a Then and Now certification is
required. By law, the person who incurs the expense without the encumbrance is
personally liable for the expenditure. However, the Ohio Revised Code makes
some allowances. If the account in which the expenditure occurred had enough
appropriations available, a Then and Now certification can be made. If there were
not enough appropriations to cover the expenditure, the expense becomes illegal
and must be paid personally by the responsible person.

ADP Approval

In accordance with ORC 307.842 et seq., all computer and technology-related
equipment and services to be purchased must be approved by the ADP Board.
This form must accompany any encumbrance request for new computer
equipment and be included in the voucher.

Commissioner’s Session

The Board of County Commissioners holds meetings at their offices at 12611
Ravenwood Drive each Tuesday and some Thursdays. Generally, a financial
journal is created for the Tuesday session. Deadlines to have financials
(vouchers, encumbrances) placed on a Tuesday financial journal is the
Wednesday prior to the Tuesday session. Financials should be forwarded to the
Auditor’s office by noon on Wednesday.

Ordinarily financials are not processed on Thursday sessions. Permission should
be obtained from the Commissioner’s Budget Office for a Thursday financial
session.

Departments who have their own Boards and are excluded from obtaining Board
of County Commissioner approvals are:
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Board of Elections

Board of Health

Board of Mental Health
Board of MRDD

Geauga Trumbull Solid Waste
Soil and Water District

Live Session

Those departments listed above can submit financials for processing at anytime.
Please contact the Auditor’s Fiscal Office for deadlines and payment dates for
your department.

Yendors

The County accounting system (New World) maintains a list of all vendors
currently being used by various departments.

A vendor form must be completed for each new vendor added or change to an
existing vendor. This form should be sent to the Fiscal Office and the new vendor
number will be emailed to the department once it is entered in the system.

To obtain a current list of vendors please use the vendor inquiry screen in New
World.

1099 Vendors

The County must file a 1099 MISC with the IRS for any “earnable income” as
defined by the IRS code to any individual who has received at least $600 in rents,
services, other income, attorney fees or medical payments.

A 1099 S form must be filed for any payments for real estate or for easements.
When the vendor is entered into the accounting system a determination will be
made as to whether the vendor is eligible for 1099 MISC or 1099 S reporting
based on the submission of the Vendor Request Form and W-9.

Vouchers

For an invoice to be paid, a voucher package for each invoice presented for
payment must be completed.
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Some items to keep in mind:

- Only original invoices will be accepted for payment.

- Each invoice should have the original “wet” signature of a designated
person approving the individual invoice.

- The invoice date should be the same or later than the encumbrance date.

- If multiple invoices are presented on the same voucher a calculator tape
should be included totaling the invoices.

- The County does not reimburse sales tax.

- Any food purchases for groups should be accompanied by a list of
attendees.

XIV. Voucher Preparation

When putting a voucher together, staple the invoice to the voucher so that when
you open the voucher, the invoice shows face up.

- An invoice remittance copy should be paper clipped to the inside of the
voucher. Any notes or messages to the vendors should be included with
this copy.

- Invoice should have an approval signature clearly visible on the invoice.

- Either the invoice or voucher cover must contain an original “wet”
signature.!

- Complete the face of the voucher with the following: (See  Exhibit
02 for a sample voucher)

Voucher Date

Voucher Amount

Any Adjustments, Debits or Credits
1099 amounts, if any

Vendor Number

Invoice Number

! The term “original ‘wet’ signature” (aka “original signatures” or “pen on paper signatures”)
means the actual original handwritten signature written in-person by the person whose signature
is required on the document in the person’s own hand with ink pen on paper. Cf. R.C. 3501.011.

The Auditor’s Office will not accept the following, which are not original ‘wet’ signatures: (i)
Scanned images of original signatures; (ii) Stamped or typewritten name in place of a signature;
(iii) Electronic signatures; or (iv) images of a signature overlaid in lieu of an original ‘wet’
signature.

The Auditor’s Office’s Original ‘wet’ signature requirement furthers the interest in verifying the
authenticity of signatures on voucher documents requesting payment of public funds, thereby
decreasing the odds of fraud. Such original signatures certify that any document submitted is
complete, true, and correct.
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“Wet” Original Department Head Signature
- It must be clearly marked on the face of the voucher if the warrant is to be

held for pickup for those departments not under the BOCC hiring
authority.

Those departments using the fillable PDF form will need to hand write in the
Purchase Order or Blanket Number.

Warrant Distribution

Unless otherwise noted all warrants will be mailed. If a vendor does not want
their warrant mailed and the department is not under the BOCC hiring authority
the department may pick up the warrant and the vendor can then retrieve it from
the department or the vendor may pick up the warrant in person with proper 1D
from the Fiscal Office.

Revenue Collection Process

Monies received by departments must be deposited into the County Treasury on
the next business day following the day of receipt.

The Revenue Collection system allows for departments to create deposits from
their desktop computer. Departments will print an edit list and complete a
“deposit ticket” and take it directly to the Treasurer’s Office. Once the deposit
has been verified, the Treasurer will sign a receipt and redeem the deposit on the
accounting system. Once a day, the Treasurer’s Office and the Auditor’s Office
will approve all revenue collections made that g/l date and update the accounting
system. Deposits receipted after 2:30 p.m. will not be posted until the next
business day.

Please contact the HelpDesk for complete training and security procedures.

Electronic Deposits

When a deposit is received electronically, either by electronic funds transfer or
ACH Credit, it is the responsibility of the receiving department to ensure that the
monies are paid in to the County Treasurer. Upon receipt of the monies, the
Treasurer will notify the department by email. The department must then prepare
the Revenue Collection.
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XVIII. Voiding Checks

XIX.

XX.

When the County must void a check, the Auditor’s Office will take the following
courses of action:

A. If the check is still “in house,” the check will be voided, restoring
appropriations.

B. If the check has been mailed, upon written request by the department, a
stop payment will be issued on the warrant and the warrant will be voided,
restoring appropriations.

C. If the vendor has cashed the warrant and subsequently issues a refund to
the county, the refund check should be paid into the fund debited for the
original expense or expenditure. If the amount is significant to the
department, appropriations for un-appropriated money may be proposed to
the appropriation authority.

Re-Issuing Lost Warrants

When a warrant is lost, upon receipt of a “Lost Check Affidavit,” and verification
that the warrant has not been cashed, a warrant will be reissued.

Unclaimed Funds

A complete list of Unclaimed funds is maintained in the Auditor’s Accounting
Office. A searchable list is available on the Auditor’s Website under
Fiscal>Internal Forms.

To claim monies held in unclaimed funds an “Unclaimed Funds Affidavit” should
be completed and forwarded to Auditors Office along with the necessary
documentation.

Necessary documentation includes but is not limited to a clear photocopy of a
document with the original owner’s name on it, the original check(s) if available,
a Power of Attorney signed by the original owner or copies of the death certificate
and letter of authority naming the executor of the estate. Possible items that meet
the photocopy documentation requirement are driver’s license, State of Ohio ID
card, or similar. Please make sure that the photocopy is clear and legible.
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XXI. Accounting Form Authorization

This form is used to designate those people who are authorized to sign their name
or the Elected Official’s name or Departments Head’s name on the accounting
forms.

The Elected Official or Board President overseeing the department must authorize
this form.

A new form must be completed each time people are to be added or deleted from
the authorization form.

Revised: October 22, 2024 10 Accounting Manual
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XXII. Appropriation Transfer

Appropriation Transfers are used to move appropriations within a fund.

For example: There is $10,000 appropriated to the supplies account in ABC fund.
You do not believe that you will spend more than $5,000 in supplies for the year.
You may transfer those appropriations into another line item within the fund using
an Appropriation Transfer.

Whether you are using the fillable
PDF form or a paper copy, the
highlighted sections must be
completed to process.
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To assist you in completing this form, use the Budget Performance Report

excluding Prior Year Activity.

Original and two (2) copies should be forwarded to the Commissioners Budget

Office for processing.

Independent Boards should submit the original and 1 copy of the completed forms

directly to the Auditor’s Office.

Revised: October 22, 2024 12
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XXIII. Blanket Purchase Order

Blanket Purchase Orders are used for multiple purchases to multiple vendors.
They cannot exceed $25,000 and expire after one year.

Whether you are using the fillable
PDF form or a paper copy, the
highlighted sections must be
completed to process.

For all departments, an original signed copy will be submitted to the Auditor’s
Office.

This form is used as the outside cover to the voucher for expenditures purchased
under the blanket purchase order.
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XXIV. Cash Transfer

Cash Transfers are used to pay another County department for services or to pay
for bills that are paid for by the Commissioners office, i.e., unemployment
compensation, telephone services. Cash Transfers are used in place of processing

a voucher.

Whether you are using the fillable
PDF form or a paper copy, the
highlighted sections must be
completed to process.

Original and two (2) copies should be forwarded to the Commissioners Budget
Office for processing.

Independent Boards should submit an original and one copy of completed form
directly to the Auditor’s Office.

Revised: October 22, 2024
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XXYV. Certificate of Exemption

As a political subdivision, Geauga County is exempt from paying sales tax. If an
employee is purchasing items personally for your department that will benefit the
County, they must present a Blanket Certificate of Exemption to the vendor.
Sales tax is not an allowable reimbursement under the Ohio Revised Code and
will not be paid.

Revised: October 22, 2024 15 Accounting Manual
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XXVI. Contract Transmittal

Contract Transmittals are used to open or make a change to a formal or informal
contract.

A. Informal Contract: Used for multiple purchases to the same vender, i.e.,
utility services.
- Can be increased or decreased as needed.
- Expire after one year.

B. Formal Contract: Generally, for greater than $15,000 and have gone
through the formal approval process with the County Prosecutor and the
County Commissioners. A copy of the signed Formal Contract should be
attached to the contract transmittal and will be kept on file with the
County Auditor.

- Can be increased when accompanied by a formal motion
authorizing the acceptance of change order by the Board of County
Commissioners or Independent Board.

- Can be decreased at anytime.

- Can extend beyond one year.

Whether you are using the fillable
PDF form or a paper copy, the
highlighted sections must be
completed to process.
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Original and two (2) copies should be forwarded to the Commissioners Budget
Office for processing.

Independent Boards should submit original and 1 copy directly to the Auditor’s
Office.
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XXVII. Fund Approval

This form is used to request an additional line item with the County Auditor or to

request an additional fund be added to the accounting system.

the highlighted sections must be completed to process.

Whether you are using the fillable PDF form or a paper copy,

Submit a request to your appropriate Board (i.e. Board of County Commissioners,
Board of DD, etc.) to obtain a resolution requesting a new fund. Once approved
by your Board, it must then be approved by the Auditor of State. You will be
notified when your new accounts or funds are available for use by HelpDesk.

Revised: October 22, 2024 18
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XXVIII. Lost Check Affidavit

This affidavit is used for lost or misplaced checks. The form must be completed
in its entirety and signed in front of a Notary.

Revised: October 22, 2024
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XXIX. Mileage/Miscellaneous Reimbursement

This form is used for reimbursement for out-of-pocket expenses, i.e., routine
mileage or miscellaneous expenses. Expenses associated with a formal Travel

Request should not be submitted on this form.

Whether you are using the fillable
PDF form or a paper copy, the
highlighted sections must be

Revised: October 22, 2024 20

Accounting Manual




GEAUGA COUNTY AUDITOR — ACCOUNTING MANUAL

XXX. Purchase Order

Purchase Orders are used for a specific purchase to a specific vendor. There is no
limit on dollar amount, however, compliance with O.R.C. 9.17 must be followed
and evidence as to a competitive bid or State bid number must be attached.
Generally, purchase orders cannot be increased or decreased. Contact the

Auditor’s office for special circumstances.

Whether you are using the fillable PDF form or a paper copy,
the highlighted sections must be completed to process.

For all departments, an original and one copy should be submitted.

This form is used as the outside cover to the voucher for expenditures purchased

with the purchase order.

Revised: October 22, 2024 )1
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XXXI. Revenue Certification

A revenue certification is used to certify revenue for a department’s accounts at
the beginning of the year and to increase the certification for one or more revenue
accounts within a fund during the year. The Geauga County Budget Commission
must approve all revenue certification requests. The Budget Commission meets
regularly on the 1% and 3" Monday of each month in the Auditor’s Office.

Whether you are using the fillable PDF form or a paper copy, the highlighted sections
must be completed to process.

Original and two (2) copies should be forwarded to the Commissioners Budget
Office for processing.

Independent Boards should submit an original and one copy of completed form
directly to the Auditor’s Office.
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XXXII. Supplemental

A Supplemental Appropriation request is used to establish appropriations for a
fund at the beginning of the year and to increase the appropriations based on the
certified un-appropriated balance available for one or more expense accounts
within a fund during the year.

Whether you are using the fillable PDF form or a paper copy, the
highlighted sections must be completed to process.

Original and two (2) copies should be forwarded to the Commissioners Budget
Office for processing.

Independent Boards should submit an original and one copy of completed form
directly to the Auditor’s Office.
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XXXIII. Travel Request

A Travel Request is used for travel to meetings, conferences, training and
seminars which is not part of travel for routine work assignment. Travel for
Routine Work Assignment is defined as “All travel within the State of Ohio
which does not include overnight accommodations and/or registration fees” (See
Commissioners Travel Policy — Policy IX)

The Travel Request must be submitted prior to the Travel Date and accompany
each voucher submission. Refer to the Commissioners Travel Policy for specific

deadlines.

Original and two (2) copies should be forwarded to the Commissioners Budget
Office for processing.

Independent Boards are not required to submit this form.

Revised: October 22, 2024
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XXXIV. Unclaimed Funds Affidavit

This Affidavit is used to make claim to monies held in the Unclaimed Funds

Trust. To view a complete listing of unclaimed funds held by the County please

visit the Auditor’s Web Site at:
https://auditor.geauga.oh.gov/Fiscal/Unclaimed-Funds

This form must be completed in its entirety and
signed in front of a Notary.

About Unclaimed Funds

The  Geauga County  Auditor
maintains a listing of the funds, which
are unclaimed, and are unable to be
disbursed to the party due to either a
party’s failure to cash the checks
within the 90-day time frame or the
lack of a valid address. The county is
required to maintain these funds per
section 9.39 of the Ohio Revised
Code.
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A. Documentation

Necessary documentation includes but is not limited to: a clear photocopy
of a document with the original owners name on it, the original check(s) if
available, a Power of Attorney signed by the original owner or copies of
the death certificate and letter of authority naming the executor of the
estate. Possible items that meet the photocopy documentation requirement
are driver’s license, State of Ohio ID card, or similar. Please make sure
that the photocopy is clear and legible.

B. Processing of Claim

Once we are in receipt of the completed form and have verified the
accuracy of the attached documentation, we will proceed with the
processing of the claim. (NOTE: The Geauga County Auditor’s Office has
the right to request additional information that may delay the processing of
the claim.)

The claim usually is processed in approximately 7 — 14 days. The funds
will be issued to the Claimant and sent to the Claimant’s address unless
otherwise specified.

Revised: October 22, 2024 2% Accounting Manual
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XXXV. Vendor Form

Vendor forms are used to add a new vendor or make changes to an existing
vendor.

See our complete vendor policy here:
https://auditor.geauga.oh.gov/wp-content/uploads/sites/2/2021/06/Vendor-Policy.pdf

Vendor Name (Linel) cannot be changed. If a name must be changed a new
vendor will need to be created.

If a vendor provides you with a social security number, the name of that person
must appear on the first line of the vendor file. If the person is operating a
business the business name will appear on the second line of the vendor file as
“DBA” (Doing Business As)
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XXXVI. Financial Reporting

The County Auditor prepares the Comprehensive Annual Financial Report
(CAFR) for Geauga County. The CAFR provides County taxpayers and other
users financial data in a format that enables them to gain a true understanding of
the county’s financial affairs. The Ohio Revised Code requires the County to
prepare a CAFR each year and requires that it be audited by the Auditor of State
of Ohio.

In addition, the Auditor of State performs a Single Audit annually. A single audit
is an audit of all federal monies received and disbursed. The results of that audit
are reported to the Federal Government. The Auditor of State also performs a
compliance audit, which is a review of the County’s compliance with Ohio laws
and the County’s internal control policies and procedures.

To prepare the CAFR, each department must complete the following forms:

A. Capital Leases. Review your records to see if you have entered any
leases for equipment, vehicles, rental space, or office space during the

Revised: October 22, 2024 Accounting Manual
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fiscal year. Include a copy of any lease agreements for new leases that
your department has entered since the last report.

Cash Report. Any department that has un-deposited cash or checks on
hand at year-end, or has petty cash, should make an accurate count of the
money and report the amount on the form. List petty cash on the Cash on
hand line and any other monies to be deposited in the County treasury on
the Cash to be deposited line.

Checking Accounts. Any department that has a checking account that is
administered by your office must be reported on the County's financial
report. Please complete the boxes with your total year's deposits and
expenditures. Include a copy of your reconciled December bank
statement. This form should be completed in addition to your regular
quarterly bank reconciliation.

Federal Financial Assistance. Any department that has received federal
funds during the year must complete a Federal Financial Assistance Form.
Please provide the necessary information as of December 31%, for any
grant programs. Only indicate the amounts received and expended in
the reporting year. Do not include the entire history of the grant.
Also include all paperwork necessary to support the amounts listed
including the Grant Award Letter.

Receivables Report. Any department that performed a service for another
department, agency, or individual in the prior year, but will not bill for the
service or receive the money until the current year, should report that
amount as a receivable. All delinquent amounts due the County for the
prior periods should also be reported. Describe the type of receivable
(fines, rent, gasoline, etc.) and list the dollar amount owed.

Supplies Inventory. Count all supply items that are considered
consumable items that are available for immediate and future use by the
department.

$25 - $5,000 Inventory List. Count all inventory items that are considered
equipment or furniture items that are either currently used or available for
future use by the department.

Sick and Vacation Report. Each department must report the accumulated
sick, vacation, and compensatory time due each employee as of year-end.
Please complete a separate form for each fund your employees are paid
from. The employee's hourly wage must also be listed. If an employee is
eligible to retire (even if they have no plans or intentions to retire), please
check the appropriate column.

Revised: October 22, 2024 Accounting Manual
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I. Terminated Employees Sick Leave Balance. List the number of sick
hours accumulated at the date of termination for all employee(s) who left
sometime during the year, regardless of if they were fired, left on their
own or retired.

J. Vacation Hours Used in January. List all employees who used vacation
time during the month of January, the number of hours used and the
employee's rate of pay. Use the pay information for the last pay received
in January or the first pay in February whichever is closest to the end of
the month.

K. Volunteers — Workers’ Compensation. List the name, address, social
security number and the number of hours worked for all persons who
volunteered for your department sometime during the year. This
information is required for computation of the County's Annual Worker's
Compensation figures.

XXXVII. Fixed Asset System

The County has a significant investment in capital assets, such as land, buildings,
machinery and equipment, including furniture and fixtures, vehicles,
infrastructure, and construction in progress.

The County has established a capitalization threshold of $5,000. All capital assets
are capitalized at cost. The cost of normal maintenance and repairs that do not
add to the value of the asset or materially extend asset lives are not capitalized.

A Master Fixed Asset List is sent to each department during the year. Department
heads should review the list carefully and make and changes necessary.
Departments should not wait to make changes until the lists are sent. Changes
can be made throughout the year by using the Fixed Asset Inventory Form.

XXXVIII. Fixed Asset Inventory Form

This form is used to make changes or add to a department’s fixed assets.
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To make changes to existing fixed assets, the pre-assigned and county inventory
number should be filled out for proper processing.

These should be submitted to the Auditor’s Office at any time during the year in
which your department has acquired or disposed of an asset.
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Terms and Definitions

Account: An account refers to a unique object code for revenues or expenses.
An account is often referred to as a line item.

Advances: Advances are temporary cash loans from one fund to another that
are to be repaid within the budget period or calendar year. Advances do not
result in a change in budgeted expenditures or receipts; they are temporary
cash loans.

Appropriation: An appropriation is an authorization granted by a legislative
body to incur liabilities for purposes specified in an appropriation act.
Appropriations are documented in an appropriation resolution (or act) and in
resolutions amending or adjusting the original act. Basically, an appropriation
is a legal authority to spend. Appropriations are also known as budgeted
expenditures or expenses. An appropriation measure may be amended or
altered by action of the same board that approves the original resolution. Any
fund under the taxing authority of the County Commissioners must have a
County Commissioners’ resolution to reflect an adjustment. Please see the
“Resolutions” section for additional information.

Blankets: A type of encumbrance used for multiple purchases to multiple
vendors from a single line item.

Carryover Encumbrance: An encumbrance carried over to the next year
used to pay for goods or services that were ordered or received in the prior
year.

Cash Balance: The amount of cash on hand for a particular fund at a given
point in time.

Certified Revenue: The amount of projected revenue that is expected to be
received by a particular fund.

Annual Comprehensive Financial Report (ACFR): The ACFR is the
government’s official annual report prepared in accordance with generally
accepted accounting principles. The Auditor of State audits and renders an
opinion on the ACFR.

Encumbrance: Encumbrance refers to the setting aside of appropriations,
certified by the County Auditor, for a particular purpose. They include
purchase orders, travel requests, contracts, or salary commitments chargeable
to an appropriation. The account is credited when goods and services are
received, and the actual expenditure of the appropriation is known.
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Fixed Asset: Long-lived tangible assets, with a useful life greater than one
year and a value of greater than $5,000.

Formal Contract: Generally greater than $15,000 and have gone through the
formal approval process with the County Prosecutor and the County
Commissioners.

Fund: A fund is defined as a fiscal and accounting entity with a self balancing
set of accounts recording cash and other financial resources, together with all
related liabilities and residual equities or balances, and changes therein, which
are segregated for the purpose of carrying on specific activities or attaining
certain objectives in accordance with special regulations, restrictions, or
limitations. Geauga County’s accounting system is organized on a “fund
basis.”

Informal Contract: Is used for multiple purchases to the same vendor.

Materials and Supplies: Considered consumable items, available for
immediate and future use by department.

Pay-In: Depositing funds into the County Treasury using an automated
system. Effects cash balance in fund.

Purchase Order: A document authorizing the delivery of specified
merchandise or the rendering of certain services and the making of a charge
for them. The County Auditor must certify the purchase order before it
becomes valid.

Resolutions: A special or temporary order of a legislative body (County
Commissioners).

Supplemental Appropriation: Additional appropriations made after the
initial budget has been adopted.

Tax Budget: A budget of estimated revenue and expenditures, submitted to
the County Auditor, as Secretary of the County Budget Commission, by July
20 of each year, for the period January 1 to December 31 of the following
year.

Tax Exempt: Geauga County, as a political subdivision of the State of Ohio,
is exempt from state sales and other taxes. As a result, the County and all
departments should not pay sales taxes to any vendor. The department should
send a copy of the Blanket Certificate of Exemption (see Forms Exhibit) to all
vendors. When preparing this form, note that the County’s Federal ID number
is 34-6001208. Local hotel lodging taxes are not sales taxes and must be paid.

Unencumbered Funds: Appropriations available for future commitments.
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- Vendor: A corporation, company, organization, sole proprietor, or any other
entity that provides goods and/or services to the County and to whom a
payment of funds is made is a vendor. Each vendor is assigned a five-digit
control number.

- Voucher: An order for an invoice to be paid.

- Warrant: An order drawn by the County Auditor upon the County Treasurer,
directing the Treasurer to pay a specified amount to the person named or to
the bearer. Warrants are also called checks.
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