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Department of Administration’s Role

7-6-611 MCA - Role of Department of Administration 

(1) The Department of Administration shall prescribe for all local governments:
(a)  general methods and details of accounting in accordance with  generally 
accepted accounting principles as provided in 2‐7‐504;
(b)  uniform internal and interim reporting systems as part of         
the uniform reporting systems provided for in 2‐7‐503;
(c)  the form of the annual financial report as provided in 2‐7‐503;
(d)  general methods and details of accounting for the 
annual financial report as provided in 2‐7‐513.

(2)  Local governments shall file with the DOA:
(a)  an annual financial report within 6 months of the fiscal year‐end; and,
(b)  an audit report within 12 months of the end of the audited 
period if revenues exceed $750,000. 

Timelines and Dates to Remember
Assessment subject to 15-10-420 MCA

• The supervisors of the district shall, on or before the first Monday in July, provide an estimate in writing of the amount of
money to be raised by assessment, which is needed for the fiscal year. The mill levy determination should be provided to the 
County in August.

Budget – Passed by the County by the later of: 
• The first Thursday in September after first Tuesday or 30 days after receipt of Certified Taxable Value.
• County Clerk & Recorder certifies levies to the Dept of Revenue on the following Monday.

Annual Financial Report and filing fee form: 
• Six months after the end of the fiscal year;  
• June 30 fiscal year-end date is due December 31
• December 31 fiscal year-end date is due June 30

Audits
• Federal (Single) Audits are due to LGS by March 31 (for 6/30 FYE) or nine months after the end of the fiscal year.
• Non-Federal Audits due to LGS by June 30 or 12 months after the end of the fiscal year.

Corrective Action Plans for Audit Findings
• If not submitted with the audit - 30 days after receipt of the audit 
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The Local Government 
Services Bureau website:

http://sfsd.mt.gov/LGSB

• For technical assistance and 
contact information

• Templates:
• Annual Financial Report
• Audit Roster & Contracts
• Special Purpose District 

Budget and Cash 
Reconciliation Template

LGSBHelp@mt.gov

Assets:

• Cash and Cash Equivalents Reconciliations

• Receivables/Taxes Receivables

• Inventory at FYE 

• Capital Assets

• Due from other governments

Fiscal Year-End Checklist

Liabil it ies:

• Short-term Payables

• Long-term Obligations

Other Considerations:

• Revenues - recognition

• Fund Balance/Net Position

• Determination of Audit

A Year-end Checklist will assist in the review of assets, l iabil it ies 
and transactions.

Year-end Procedures Checklist could include the following:

The checklist is a reminder of the steps necessary to complete year-end closing adjustments.
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Basic accounting:

• Asset accounts = debit balance

• Deferred Inflows of Resources accounts = debit balance

• Liability accounts = credit balance

• Deferred Outflows of Resources accounts = credit balance

• Revenue accounts = credit balance

• Expenditure/Expense accounts = debit balance

General Review

• All accounts should be reviewed.

• If you see an account with the 
wrong type of balance, 
investigate and correct.

• Exceptions include the contra 
accounts and possibly the 
investment earnings account if 
there are significant fair value 
adjustments.

Review the Balance Sheet/Trial Balance & 
Revenue/Expenditure/Expense or Profit & Loss Reports

Annual Financial
Report Formats

Option 1:
LGSB Special Purpose District (SPD) AFR:  

Excel format (Cash basis method)

• Cover page & Filing Fee Form
• Revenues/Receipts & Expenses/ Disbursements
• Cash Balance at end of fiscal year
• Schedule of Assets & Liabilities

• Capital Assets/Equipment
• Long-term Debt 
• Proceeds from Debt
• Federal expenditures

Option 2:
Audit or Software Reports

(Cash or accrual basis)

• Cover page & Filing Fee Form
• Software/QuickBooks Balance Sheet
• Software/QuickBooks Profit & Loss
• Schedule of Assets & Liabilities

• Capital Assets/Equipment
• Long-term Debt 
• Proceeds from Debt
• Federal expenditures
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Annual 
Financial 
Report ~
Contact Info & 
Filing Fee Form

Submit this form with all 
AFR options

Annual 
Financial 
Report ~
Transactions
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Annual 
Financial 
Report ~
Assets & 
Liabilities

Annual 
Financial 
Report Filing 
Fee Form –
Audit 
Required & 
Filing Fee Due
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Audits:
• Audits: The audit should be in accordance with GAAP and completed by an approved auditor if revenues 

exceed $750,000 in the fiscal year. 

• A single (federal) audit should be performed when federal expenditures exceed $750,000. 

The Audit must be completed and submitted to the Department of Administration for review within 
1 year from the close of the last fiscal year covered by the audit  (9 months for single audit)

• Audit contract must be approved by LGSB
• Submit the audit through the LGSB Online Portal in PDF format
• Approved audits will be posted to Montana Data Portal for Transparency in Government

A roster of approved independent auditors is located on the LGSB website.

• Audit contracts are available on the LGSB website 
• The audit contract should be completed by the district and auditor. 
• The contract should then be sent to the LGSB for approval
• The auditor should not begin any audit work until the contract is approved by LGSB

Audit

Audit 
Firms

Next Steps to Take When 
an Audit is Required

Selecting an Auditor from the 
Approved Audit Roster:

Audit Contract:
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Be Prepared:

• Know whether you need a federal program 
audit (Single Audit) – or not

• Complete your Fiscal Year-end Closing

• Complete your Annual Financial Report

• Have all supporting documentation ready

• Designate an individual who possesses skill, 
knowledge, or experience and understands 
the services offered by the District.

How to Work with Your Auditor

• There is a direct link between the 
condition of financial records, the 
preparedness of the entity personnel, 
and the cost of an audit.

• Schedule your audit early! You will have 
a better chance that your audit can be 
scheduled at your convenience and for 
timely issuance.

• Auditors must maintain Independence. 
Your auditor can’t provide certain 
services that would create a threat to 
their independence.

Independent Auditor’s 
Report = Opinion(s)
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The 4 C’s in Audit Findings 
include standards such as 
laws, rules, regulations, 
policies, or procedures.

• Criteria is the standard or benchmark 
against which performance is compared or 
evaluated:

• Compliance
• Internal Controls

• Condition is the description of the specific 
situation that is considered to constitute an 
internal control deficiency or instance of 
noncompliance. How the actual 
performance failed to meet the benchmark.

• Cause is the reason the deficiency or 
noncompliance occurred.

• Conclusion is the effect or potential effect 
that resulted or could result.

A Corrective Action Plan (or CAP) is required when you have 
audit findings.

Your Corrective Action Plan should address the audit f indings or 
recommendations and include the four W’s.

• Why did the deficiency occur?

• What is being done to correct the deficiency?

• Who is responsible for correcting the deficiency?

• When will the corrective measures be implemented?

The CAP can be submitted with the audit or submitted to LGSB within 30 
days of receipt of the audit from the auditor. 

I f the audit is a federal audit, the CAP must be submitted with the audit.
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CAP Timeline:

• Day 1: The Local Government receives the audit report 
from their auditor.

• Within 30 days: The Local Government submits CAP 
outlining corrective measures to DOA with the audit 
report with within 30 days of receipt of the audit. 

• Within 30 days of receipt of the CAP: LGSB will review 
the CAP and shall notify the entity of acceptance, if 
additional information is required or non-acceptance of 
the CAP.

• Within 30 days of the non-acceptance of the CAP: 
LGSB will schedule a conference with the Local 
Government to discuss corrective measures.

Corrective Action Plans or CAPS

• In reviewing a CAP, our goal is to 
work with you to eliminate repeat 
audit findings, especially 
significant findings.

• LGSB may not accept a CAP if it 
doesn’t appear to address or 
correct the findings. 

• LGSB can provide technical 
assistance on corrective 
measures.

• The best proof of implementation 
of a CAP is a finding that isn’t 
repeated on the next year’s audit. 

Other 
Resources:

Conservations 
Districts aren’t 
required to 
submit a 
budget to 
LGSB

Prepare a budget for 
the following reasons:

• The budget allows you to 
determine how much money is 
available to operate your district.

• Allows your taxpayers to know 
what functions your entity 
provides and how your entity is 
functioning.

• It contributes to the development 
of future spending plans whether 
it is for everyday operations or for 
a capital improvement plan.
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Budget & Cash Reconciliation 

Cash Reconciliation

• The Cash/Bank Reconciliation is the 
process of comparing the transactions from 
the accounting records against those 
presented on the bank statements and 
other records. 

• For example: Cash accounts may be 
held at the County and in bank 
accounts

• 76-15-523, MCA allows the 
District to ask for all or a portion of 
the amount held by the County to 
deposit in a bank or financial 
institution.   

• Compare the total receipts posted for the 
month to the total of bank/cash deposits.

• Compare the total disbursements posted 
for the month to the total of claims, payroll 
and electronic items.
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Cash Reconciliation

Example of 
the 
Reconciliation 
template 
available on 
LGSB website

Key: 
Input information 
into yellow cells, 
blue cells contain 
formulas

Budget vs. Actual and Cash Reconciliation 
Template
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Annual Financial Report

Resources

http://www.gfoa.org/publications

Local Government Services Website has information: 
http://sfsd.mt.gov/LGSB

Local Government Center  
http://www.msulocalgov.org

Government Finance Officers Association (GFOA) 
www.gfoa.org

Book titled: Evaluating Internal Controls – A 
Local Government Manager’s Guide by 
Stephen Gauthier

Montana Association of Counties 
www.mt.counties.org
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The LGSB website includes resources 
to assist with your accounting & the 
year-end reporting process.

The following tools are available:

 Reporting forms & templates
 AFR
 Budget

 BARS Chart of Accounts

 LGS Portal
 Report submission
 Transparency website

 Audit Contract

 Roster of Approved Auditors

Website link:

http://sfsd.mt.gov/LGSB

Transparency in Local Gov’t 
WEBSITE: http://sfsd.mt.gov/LGSB
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Click on Public Viewer

Click on Enter the Portal Scroll through reports 

Click on Document Type to be viewed
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Local Government Services 
Bureau Contact Information: 

• Website Address: https://sfsd.mt.gov/LGSB

• General Email: LGSBHelp@mt.gov

• Phone: 406-444-9101

Local Government 
Services Bureau 
Regional Assistance 
Contact Information: 

Region 1:
Aaron Birkeland
406-444-9105

Aaron.Birkeland@mt.gov

Region 2:
Trevor Henry
406-444-7354

Trevor.Henry@mt.gov

Region 3:
Kari Powles 

406-444-1238
kari.powles2@mt.gov

Region 4:
Jessica Seavey
406-444-9102

Jessica.Seavey2@mt.gov
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Any  
Questions?
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