AUDITOR OF PUBLIC ACCOUNTS

REVIEW CHECKLIST FOR TRANSMITTAL FORMS
The attached checklist may be useful in reviewing the Comparative Cost Transmittal Forms.  The checklist highlights many of the accounting principles unique to the Transmittal Forms, together with page references to the Uniform Financial Reporting Manual.  While use of this checklist is not required, it can help improve overall quality.  

1. Auditor's Report on Agreed Upon Procedures


____ A.
 Verify that the Auditor's Report correctly describes procedures applied and the results of those procedures. 


____ B.
 Verify the Auditor’s Report includes all applicable procedures.

____ C.
 Verify that the Auditor’s Report has been signed.

2. Transmittal Verification Reports  

____ A.
 Verify that the Verification Report shows “No Errors” for all items.


____ B.
 Verify that the Edit Checks Report shows “No Errors” for all items or document your explanation of the error on the Edit Report.


____ C.
 Ensure there is adequate explanation for all significant variances on the Analysis Report flagged with three asterisks.

3. Prior Year Forms

____ A. 
Review the comments made by the Auditor of Public Accounts during their review of the forms submitted in the prior year and test the current year forms for incorporation of the corrections.  The prior year comments form is a worksheet included in the current year transmit file.

4. Form 050

____ A.
 Agree amounts shown on Form 050 in the "Per Financial Statements" Column to the fund statements in the Annual Financial Report.  


____ B.
 Verify that interfund transfers have not been included on Form 050 in the “Per Financial Statement” Column. If transfers are included in the “Per Financial Statement” Column, the forms will not balance.


____ C.
 Verify that all component units included in the reporting entity are included in the transmittal forms.  The reporting entity is the same for CAFR and Transmittal Forms.  Consequently, any blended or discrete component units that meet the criteria for inclusion in the CAFR must be included in the transmittal forms.  (Certain activities reported as agency funds may be excluded from the transmittal forms.)  Refer to UFRM Sec. 2.3.


____ D.
 Verify that joint activities reported on Forms 110 and 310 have been recorded as adjustments on Form 050.


____ E.
 Review adjustments and accounting differences for reasonableness


____ F.
 Reconcile recovered costs to Form 100.  Generally, the only difference between recovered costs on Form 50 and Form 100 should be internal service allocations.


____ G.
 Verify that tax relief for the elderly and handicapped has been reported under adjustments on Form 50.

5. Form 100


Internal Services

____ A.
 Determine that data processing, motor pool, central purchasing/stores, print shop, and risk management expenditures have been treated as internal service activities in the transmittal forms, regardless of how they are reported in the financial statements.  If over $100,000, verify that costs are allocated to the user departments.


____ B. If the locality uses internal service fund(s) to account for data processing, motor pool, central purchasing/stores, print shop, or risk management activities in the financial statements, verify that any profit or loss resulting from these activities has been allocated to user departments.  (The profit or loss is determined by netting charges for services per the CAFR against expenditures.)  Refer to UFRM Section 4.3. 



Constitutional Officers

____ C.
 Verify that the sheriff's expenditures have been properly allocated to courtroom security (line 2.12), law enforcement (line 3.11), and local jails (line 3.31).  Refer to UFRM Section 4.3.  


____ D.
 Verify that the state shared expenses for the sheriff reported in Column heading K have been properly allocated to courtroom security (line 2.12), law enforcement (line 3.11), and local jails (line 3.31).  Refer to UFRM Section 4.3.



Capital Outlays vs. Capital Projects

____ E.
 Verify that a distinction has been made between maintenance and repairs and improvements.  Expenditures for maintenance and repairs should be reported on Form 100.  Major improvements that increase the useful life of structures should be reported on Form 300.  Refer to UFRM Sec. 4.8.


____ F.
 Verify that a distinction has been made between capital outlays and capital projects.  The acquisition of furniture, equipment and vehicles is considered capital outlay that should be reported on Form 100.  The acquisition of land, buildings and the construction of major facilities having a relatively long life is considered capital projects that should be reported on Form 300.  Refer to UFRM Sec. 4.8.


____ G.
 Verify that a distinction has been made between maintenance of existing streets, roads and bridges and construction of new streets, roads and bridges.  The maintenance of existing streets, roads and bridges (including the addition of sidewalks, curbs and gutters) should be reported on Form 100, Line 4.10.  Construction on new streets, roads and bridges should be reported on Form 300.  Refer to UFRM Sec 4.8. 



Education

____ H.
 Verify that the sale of textbooks has been included in charges for services on Line 9.10, Column heading M.  Refer to UFRM Sec. 3.3.



Miscellaneous

____ I.

Verify that state and local government payments for housing prisoners (i.e., adult confinement) have been reported as recovered costs in the Column heading B on Line 3.31 or 3.32.  Refer to UFRM Section 3.3, portion on Charges for Services.


____ J.
 Verify that tax relief for the elderly and handicapped has been reported on Form 100, Line 5.31.  (Contact the local treasurer to determine the amount of tax relief.)  Refer to UFRM Sec. 3.4, Health & Welfare Function.


____ K.
 Verify that revenues and expenditures associated with the Comprehensive Youth Services Act are reported on Form 100, Line 5.32.


____ L.
 Verify that items reported under the non-departmental activity on Line 8.00 are limited to annexation costs, court judgments and settlements and certain donations to localities.  Refer to UFRM Sec. 3.4, Non-departmental.


____ M. Verify that joint activities and joint elements reported on Form 110 have been properly posted to Form 100.  Refer to UFRM Sec. 4.4.


____ N.
 Verify that Form 100 does not include payments to authorities, boards, and commissions which are enterprise activities.  Such payments should be reported on Form 610 (Refer to UFRM, Sec. 4.12).

____ O.
 Investigate the appropriateness and accuracy of negative amounts appearing on Form 100, Column heading D.


____ P. Verify there are no lines where revenues are reported with no related expenses.  

6. Form 110 and Form 120

____ A.
 Verify that all Joint Activities and Joint Elements have been reported on Form 110 or 120.  (Use the Self-Review Edit check, Local Review worksheet in the transmit file, to identify which joint activities the locality participates in.) Refer to UFRM, Sec. 4.4 and 4.5.

____ B.
 Agree the local government’s contribution in Part A on Form 110 or 120 to the locality’s records.  Contact the Form 110 preparer if significant differences are noted. 


____ C.
 Review the Form 110 for reasonableness, using the joint activity’s audited financial statements, where possible.


____ D.
 Verify that recovered costs of the joint activity are reported on Form 110 rather than on the fiscal agent’s Form 100.  For example, reimbursements for housing prisoners should be reported as recovered costs on the Form 110.  Refer to UFRM Sec. 4.4.

7. Form 200

____ A.
 Determine what types of taxes the local government assesses and verify that local taxes are properly reported on Form 200. (Use the Local Review worksheet in the transmit file, to determine which type of taxes the locality assesses).


____ B.
 Verify that real property taxes on Form 200, Line 1.10 have been increased for tax relief for the elderly and handicapped.  Refer to UFRM Sec. 3.4, Health & Welfare Function.


____ C.
 Verify that Form 200, Line 2.30.5 is limited to local taxes on recordations and wills.  The local government’s share of the state grantor’s tax should be reported on Form 700, Line 1.22.3, Tax on Deeds.  (Contact the clerk of the circuit court to determine the amount of state grantor’s tax.)


____ D.
 Verify that Form 200, Line 2.10 is limited to local option sales tax.  The locality's share of state sales tax should be shown on Form 100, Line 9.10, Column heading K and Form 700, Line 1.24.2. Refer to UFRM Sec. 3.3, Revenue from the Commonwealth.

____ E.
 Review the propriety of items recorded in Miscellaneous Revenue by comparing to the APA’s Chart of Accounts.  Refer to UFRM Sec. 3.3 for allowable items.

8. Form 300

____ A.
 Verify that Literary Fund loan proceeds are reported as a direct source of school capital projects funds on Form 300, Line 3.00.


____ B.
 Verify that joint activity capital projects reported on Form 310 have been properly posted to Form 300.  Refer to UFRM Sec. 4.9.  


____ C.
 Verify that tax revenues designated for capital projects have been reported on Form 200 and that a transfer from the general government has been recorded on Form 300, Line 6.00.  Refer to UFRM Sec. 4.8.


____ D.
 Verify that capital projects expenditures are properly categorized as to education, streets, and other general government.

9. Form 310

____ A.
 Verify that all joint activities with capital projects have been reported on Form 310s.  Review the Form 310 for reasonableness, using the joint activity’s audited financial statements, where possible.  Refer to UFRM Sec. 4.9.  (Use the Local Review worksheet in the transmit file, to identify which joint activities the locality participates in.)

10. Form 400

____ A.
 Verify the proceeds from debt refundings are properly recorded on Form 400, Line 1.10 and that the debt retirement is recorded on Line 5.10 (applicable amounts recorded on Lines 5.11- 5.13).  Record any administrative expenses associated with debt refunding on Line 8.10. 


____ B.
 Verify that amounts reported on Form 400 are limited to debt service for the general government.  Debt service for Enterprise funds should be reported on Form 600.  Refer to UFRM Sec. 4.10.


____ C.
 Verify that payments from another locality for assumed debt have been treated as a subtraction from direct payments on Form 400, Lines 5.13 and 5.23.  Refer to UFRM Sec. 4.10.

11. Form 500


____ A.
 Verify that Form 500 includes all outstanding debt of the primary government and its discretely presented component units.  Refer to UFRM Sec. 4.11.


____ B.
 Verify that capital lease liabilities are included on Line 3.10.  Refer to UFRM Sec. 4.11.


____ C.
 Verify that any Pension and OPEB liability is included on Line 3.60. 


____ D.
 Verify that landfill closure and post-closure liabilities are included on Lines 3.70 and 10.00.


____ E. Verify restricted funds available for debt retirement on Form 500, Line 6.99 by agreeing to restricted assets in the CAFR.


____ F. Verify that liabilities have been properly allocated on Schedule B of Form 500.

12. Form 600

____ A.
 Verify that the activities reported on Form 600 are limited to the thirteen enterprise activities specified in Section 4.12 of the UFRM.  (All other activities must be reported as general government activities even if they are reported as enterprise funds in the CAFR.)


____ B.
 Verify that the payment of enterprise fund debt is reported on Form 600 even if bonds are general obligation bonds per GASB. 

13. Form 610

____ A.
 Verify that a Form 610 has been prepared for all:  (1) payments/contributions to enterprise authorities, boards and commissions not included in the locality’s reporting entity, and (2) payments to other local governments for operating expenses, capital contributions, and debt retirement.  Refer to UFRM Sec. 4.13. 

14. Form 700

____ A.
 Verify that federal payments in lieu of taxes are reported as non-categorical aid on Form 700, Line 1.31, rather than as federal categorical (pass-thru) assistance on Form 100.


____ B.
 Verify that lease proceeds on Line 2.41 are limited to capital leases for equipment.  Report lease proceeds for buildings and land on Form 300. 


____ C.
 Verify that the personal property tax reimbursement from the Commonwealth is recorded on Form 700, Line 1.22.4 as non-categorical aid, rather than personal property tax on Form 200. 

15. Transmittal Edit Check  


____ A.
 Review any items flagged as errors to verify proper reporting and classification.  Add explanations for any errors that cannot be cleared after completion of forms. 
16. Transmittal Local Review Form 


____ A.
 Review any items flagged to verify complete and proper reporting.  Add explanations for flagged items as appropriate.   
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