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2016 Transmittal Forms
The Locality 2016 updated transmittal workbooks are available on the APA website-
http://www.apa.virginia.gov/APA_Reports/LocalGovernmentLocalities_tran.aspx
Comparative Report Transmittal Reporting

The Uniform Financial Reporting Manual (UFRM) sets the requirements for the Comparative Report data submitted to the APA.  The UFRM includes detailed chart of accounts designed to meet the Comparative Report transmittal reporting requirements.  The manual also includes explicit instructions for completing the individual transmittal forms.  The UFRM has been updated for 2016 to include some clarifications and reminders; refer to these changes noted in red font included throughout the document.
Transmittal Form Preparation Training

For anyone who was not able to attend the in-person 2016 APA Transmittal training held in September, we have included an updated electronic transmittal preparation training materials on the website.  The training includes the preparation of transmittal forms by working through a case study, and we have included all the files needed to complete the training on the APA website.  Please go to the Comparative Report Transmittal Preparation Training page to download the applicable files.  The “2016 Instructions Document,” on this page, provides additional information and explanations for using the files. Should you have any questions or comments while working through the electronic transmittal training please feel free to contact Rachel Reamy, APA Local Government audit manager.
Reporting Deadlines

The Code of Virginia requires that local governments submit their audited financial statements and Comparative Report transmittal data to the APA by November 30.  Local governments that do not submit this data timely will be identified in the Comparative Report and may be left out of the report all together.  Please submit the transmittal file and the Auditor’s Report on Agreed-Upon Procedures by e-mail to localgovernment@apa.virginia.gov.  
IMPORTANT CHANGE:

Please note that starting with the 2016 reporting deadline, the auditor and/or locality should only submit the final audited financial report to the APA in compliance with the November 30 deadline in accordance with Code Section 15.2-2510. The auditor and/or locality should not email or send any “draft” version of a financial report to the APA; the APA will only accept a final copy of the audited financial report.
If the audited CAFR is not final by November 30 but the locality’s Transmittal file is complete, please send us your completed transmittal file and AUP report with notification on when the APA can expect to receive the final audited CAFR. Locality officials should provide written notification to the APA if the locality cannot submit the final audited CAFR and/or transmittal forms by the November 30 deadline. Refer to the “Reporting Requirements and Distribution” document on the APA website for further guidance on the written notification that should be provided regarding any delay for the Nov 30 submission. 
http://www.apa.virginia.gov/data/download/local_government/guidelines/Reporting Requirements and Distribution.docx 
Transmittal preparers and reviewers must take responsibility for the accuracy of the Transmittal Forms.  Although the APA performs a limited desk review on the transmittal forms, it is the auditor’s responsibility to review the forms for compliance with the Uniform Financial Reporting Manual prior to submission.  Each year the transmittal file includes a worksheet with the prior year’s review comments.  Local government officials should discuss significant findings with their auditors to determine how to prevent similar errors in future submissions.  

Joint Activities

Many localities have entered into agreements with other local governments to provide general government services regionally.  These local governments are required to report the total costs and funding of the joint activity on a Form 110.  The participating local governments are responsible for obtaining the Form 110 from the joint activity or the information necessary to prepare the form.  The Auditor of Public Accounts also posts the joint activity forms that we have received on our website.  

A template Joint Activity form is available on our website-

http://www.apa.virginia.gov/data/download/local_government/guidelines/110-310.xls
All authorities, boards, and commissions are required to submit audited financial statements to the Auditor of Public Accounts 90 days after the end of their fiscal year.  Therefore, financial data should be available in sufficient time for the preparation of the Form 110.  Localities that act as the fiscal agent or otherwise have authority over the entity should review the controls and processes to ensure compliance with reporting deadlines.  
Transmit File Overview

When you e-mail the transmittal file, please do not send printed copies of the forms.  For CPA Firms, please send a separate e-mail for each separate locality.  Please do not put several localities' files on a single e-mail submission.   

The transmittal files are locality and year specific.  It is imperative that you use the correct file to prepare each locality’s data.  The files contain prior year and locality specific information to assist you in performing a review to ensure accuracy of the forms.

Preparers should follow the requirements and guidance documented in the Uniform Financial Reporting Manual.  

Increasing Accuracy for Transmittal Forms

The local government is responsible for the accuracy of the data presented in the Comparative Report.  The APA provides several tools to assist the localities and their auditors with identifying errors and improving the accuracy of reported amounts.  

· The Transmittal Edits Report checks forms for certain key amounts that frequently contain errors.  An explanation must be provided for all unresolved errors on the Edits Report.

· The Transmittal Analysis Report highlights significant differences between the current and prior year forms that might indicate misclassifications or omissions.  You should review the variances for possible current year errors.  An explanation must be provided for remaining flagged variances.

· The Transmittal Local Review Report uses locality specific information on joint activities, local taxes, and specific locality services to determine potential misclassifications or omissions in the forms.  Unresolved errors remaining on this report will likely result in a desk review comment from the APA.  The preparer should include an explanation for remaining errors. 

· The prior year’s desk review comment sheet is included as a separate worksheet in each locality’s transmittal file to eliminate repeat comments.  The locality should ensure that corrections are made on the original submission so subsequent adjustments are minimized.
· The APA has developed an optional transmittal desk review checklist for items where the APA frequently encounters errors.  The checklist also serves as an excellent summary of transmittal preparation requirements.  You can obtain the checklist on the APA website at Transmittal Checklist. 
Auditor's Report

The Auditor's Report on the Application of Agreed-Upon Procedures must be submitted to the Auditor of Public Accounts.  We prefer that you submit the signed report electronically to localgovernment@apa.virginia.gov.  You may also either fax it to 804-225-3357 or mail to Local Government Audit Manager; Auditor of Public Accounts; P.O. Box 1295; Richmond, VA  23218.  
A sample copy of the report is available from the APA website at 
http://www.apa.virginia.gov/data/download/local_government/guidelines/agreed.docx
